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CHAPTER 2: TEMPORARY DUTY (TDY) AUTHORIZATIONS

A Defense Travel System (DTS) temporary duty (TDY') authorization is built by using information stored
in the system. Such information includes a traveler's personal profile, an organization's budget, and Depart-
ment of Defense (DoD) travel policies. An authorization captures all information regarding a traveler,
TDY locations, should-cost estimates, and other financial aspects of the trip on one document. This
includes any travel-related expenses that may be incurred prior to the first day of travel. This streamlines
the travel, approval, and reimbursement processes. This chapter covers the following topics:
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21LogInto DTS

The first step in creating an authorization in DTS is to access the DTS Home page by entering the follow-
ing URL in the browser: www.defensetravel.osd.mil.

1. Select the green LOGIN TO DTS button located near the center of the DTS Home page.
The DoD Privacy and Ethics Policy statement displays.

2. Read the policy and select Accept. Selecting Decline will return to the DTS Home page.
The DTS Secure Log-In screen opens.

3. Complete the PIN field.

4. Select OK.

The DTS User Welcome screen opens. This is the traveler’s personal home page (Figure 2-1).

K Defense Travel System
A New Era of Government Travel N
ogoff
Official Travel W Official Travel - Others W Traveler Setup ¥ | Reports ¥ || Administrative W
. My Signed Documents
Welcome Eric T Carson
Current Departure ;

Organization: TDZDTMOCSD TTHLTEIRAETR Status Date Type

Org Access:  TDZDTMOCSD ECO50610_LO1 SIGNED 05/06/10  LVCH

Group Access: (All)

Permission:
Message Center
Check here for messages.

Back to Top
Figure 2-1: DTS User Welcome Screen
DTS Release 1.7.8.0, Document Processing Manual, Version 1.3.29, Updated 7/16/10 Page 2-3

This document is controlled and maintained on the www.defensetravel.dod.mil Web site. Printed copies may be obsolete.
Please check revision currency on the Web prior to use.



Chapter 2: Temporary Duty (TDY) Authorizations

2.2 Using the DTS Menu Bar

The blue menu bar on the User Welcome screen displays only the features to which the DTS user has per-
mission. Table 2-1 briefly describes the drop-down lists that may display on the User Welcome screen,
depending upon permission level(s) and access.

Table 2-1: DTS Welcome Screen Menu Bar

DTS WELCOME SCREEN MENU BAR

MENU BAR DROP-DOWN LIST DESCRIPTION
ITEM ITEM
Official Travel Drop-down menu of options that allow travelers to create, edit,
print, remove, cancel, and amend their own travel documents.
Authorizations/Orders Used to create a travel order in DTS.
Used to document expenses and request reimbursement in
Vouchers
DTS.
Used to request reimbursement for expenses spent while on
Local Vouchers o .
local travel within a 12-hour period.
Group Authorization/ Used to create a travel order for two or more people traveling on
Orders the same itinerary.
Official Travel- Drop-down menu of options that allow the user to edit, print,
Others remove, cancel, and amend travel documents for another trav-

eler; and view vouchers with a Due U.S. balance. (Group access
to the traveler is necessary.)

Authorizations/Orders

Used to document expenses and request reimbursement for
another person.

Vouchers

Used to request reimbursement for another person for their
expenses spent while on local travel within a 12-hour period.

Local Vouchers

Used to request reimbursement for expenses spent while on
local travel within a 12 hour period for another person.

Group Authorizations/
Orders

Used to create a travel order for two or more other people travel-
ing on the same itinerary.

Traveler Setup

Drop-down menu of options to change document format, print
formats, view organization routing lists, view rates, update per-
sonal profile, delegate signature authority, and create travel
teams.

Form Preference

Ability to change the format of how travel documents print.
(Default is a plain text format).

Available
Routing Lists

Displays the routing lists that belong to the user/traveler's orga-
nization. Routing lists show the Routing Officials (ROs) assigned
to the list.
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Table 2-1: DTS Welcome Screen Menu Bar (continued)

DTS WELCOME SCREEN MENU BAR

MENU BAR DROP-DOWN LIST ITEM DESCRIPTION
ITEM

Allows the user/traveler to change the way the time stamps dis-
User Preferences play in the document (e.g., 24 hour clock or 12 hour clock) and
whether or not the traveler wants to receive e-mail notifications.

Displays information about the rates used to calculate entitle-

Rate Lookup ments in DTS.

Allows user/travelers to view and edit their personal profile.
Update Personal Profile Changes made automatically update the permanent profile.
Changes will not apply to existing documents.

Used to allow ROs to give their signature authority to another
Delegate Authority RO within their organization. In order to access this option, a
user must have permission level 2.

Used to create, modify, and delete teams (travelers who fre-
Travel Teams quently travel together) in group authorizations (see Chapter 3 of
this manual).

Reports An overview of the various report options available are listed in
Chapter 10 of the Defense Travel Administrator (DTA) Manual.

Administrative Drop-down menu that lists the functional areas that are available
based on the user’s permission levels.

Used by the Partner System Administrator (PSA) to maintain a
partner system’s data and interface with DTS. See Appendix F
of the DTA Manual for details about partner-system setup and
roles.

Partner System Setup

Used to access a portion of the Deployment Tool used by Ser-
vice and Agency reps to create the site name, root organization,
and the Lead DTA (LDTA). Permission level 7 is needed to
access this functionality.

Site Setup Admin

Used by the LDTA to access a portion of the Deployment Tool
used to create Organizational DTAs (ODTAS), suborganizations,
Site Setup Interview and the organization setup (i.e., routing lists, groups, lines of
accounting [LOASs]). Permission level 6 is needed to access this
functionality.

Used by the DTA to accept new personnel who have self-regis-

tered in their organizations. The DTA can assign permission lev-
Self Registration Admin els, organization access, group access, as well as the routing list
for the user/traveler.

Used by the DTA to manage the resources of an organization.
Modules available for maintenance include: Organization, Rout-
DTA Maintenance Tool ing Lists, Groups, People, and LOAs. To access all of these
modules, the DTA needs permission levels 0,1,5,6 as well as
organization access.
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Table 2-1: DTS Welcome Screen Menu Bar (continued)

DTS WELCOME SCREEN MENU BAR

MENU BAR DROP-DOWN LIST ITEM DESCRIPTION
ITEM

Used to create and manage organization budgets. Permission
Budget level 1 is needed to view data and level 3 is needed to edit bud-
get data for organizations in the budget module.

Used by the RO to adjust, review, and approve travel docu-

Route and Review
ments.

Uses the DoD Table of Official Distances (DTOD) to calculate
Calculate Distance mileage distances to and from TDY locations.

Read Only Access (ROA) is used by Non-DTS Entry Agents
(NDEAS), clerks, auditors or CBA Specialists to review docu-
ments in view-only mode. This access is granted by an ROA
Administrator; it is not permission level driven.

ROA

Centrally Billed Accounts (CBA) is used by the CBA Specialists
in an organization to manage/reconcile CBA invoices against
charges to the organization's CBA. The CBA DTA gives the CBA
Specialist access to this module and activates the account.

CBA

Used by the Debt Management Monitor (DMM) to monitor col-
lections from travelers with DUE U.S. balances. Permission level
6 and DMM assignment in the user profile is necessary for
access to this menu item.

DMM

Used by the DMM to track the status of monies owed by travel-
DUE US Vouchers ers to the government. Permission level 6 is necessary to
access this function.
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2.3 Create an Authorization

Once logged in to DTS, the User Welcome screen opens. User/travelers only see their own documents and
personal information, unless they have group access. User/travelers who have group access may view and
edit other people's documents and information. They may create authorizations for other travelers. See
Section 2.4.

Follow the below steps to create a new authorization:

1. Mouse over Official Travel on the menu bar (Figure 2-1).

2. Select Authorizations/Orders from the drop-down list.

The Authorizations/Orders screen opens (Figure 2-2). It displays a list of existing authorizations. The
Authorizations/Orders screen is described in Section 2.4 in the paragraphs below Figure 2-8.

If no document has ever been created for this traveler in DTS, either by the traveler or by another user, the
information in the personal profile must be confirmed before proceeding. See Section 2.3.1.

Logged In As:  Kim T Carson Screen De 1001.1 Cloze Window
Traveler Mame: Kim T Carson Document Type:  Authorization Help for this screen

Defense Travel System
AERGSR A

View Youchers View Local Youchers View Group Authorizations

Below is a list of wour existing authorizations forders. Please select the function (edit, print, etc.) corresponding to the appropriate
authaorization forder,

» Create New Authorization/Order » Create Trip Template

Existing Authorizations/Orders

Sort by Sort by Sort by ) . _ Remove f
Document Hame Status TA Humber U= Rost Trip Cancel Send
KCSANANTONIOTOS0109_s01 05/01,/09 CREATED » edit »print | xremove
KCROBINSAFBGADGZ209_AO1 06./2%,/09 SIGMED »wigwfedit = print = trip cancel
KCORLAMDOF L102905_401 10729708 POS ACK RECEIVED QR 4Z0 = wigw » print

Figure 2-2: Authorizations/Orders Screen

3. Select Create a New Authorization/Order.

The Trip Overview screen opens (Figure 2-3). This screen is the starting point for creating an authori-
zation. See Section 2.5 for instructions on completing the Trip Overview screen.
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Logsed Inds:  Kim T Carson Document: Mame: KCUMK 160609 screen ID: 1151.1 Cloge Window
Traveler Mame: Kim T Carson Document Type:  Authorization Help for this screen

Defense Travel System

AenEmotSoemmentie! S

Eooking Trawel using the Defense Trawvel System requires that you first prowide information about your starting and ending locations (usually
wiout home ar duty station) and your TO Locations for pet diem purposes, ¥ou will be able to request bookings for transportation (e.g., air,
cat, rail) and lodging after these initial steps are complete,

Please Mote: A Red Star [ *) indicates a field iz required,

| am leaving from - [Select from list or entar below): @n $tarting Locations in Profile:

*Starting Point, | [ searen| R sTaron
*Departing On: I =l

[mmfdd Sy )
*“Trip Type: ISelect j *Trip Purpose:  [select j
Trip Description:
=
|
| will be traveling to my TDY location by - [Select from the list below)
Com;ﬂitrercial Rail Rental Car Other Time:

(Claim Private Yehicle Transpartation in Expense-sileage. Use of Government Yehicle i non-reimbursable, show this in Expense-ton-tmileage. )

My TDY location is - [where | will be working): @ﬂ

Location Tools:

. . | Search by:
*Location 1: Use Location Tools at Right
Location |
*Arriving On:
immedd fvyy) State/Country - Location |
*Departing On: I = Zip Code |
[mm A fyiyyy ) |

County Lookup

At this location | will need - [Select all that apply from the list below)

Rental Car Lodging
= [l

Will you be traveling to another TDY Location?

Yes | N |

Figure 2-3: Trip Overview Screen
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2.3.1 Validate a Profile

If this is the

first time that a document has been created for the traveler in DTS, either by the traveler or

by an NDEA or Travel Clerk, the Profile Validation screen opens (Figure 2-4). A pop-up window

appears noti
completed.

fying the user/traveler that profile information must be confirmed and all required fields

Logged In As:

55Nz
Gender:

Mailing

Home P

Traveler Name: Eric T Carson Document Type: Authorization

Profile Informaticn must be updated before creating documents for the first time.
Please ensure your EFT information is accurate.

Inaccurate EFT information may cause delays in payment of travel vouchers.
Please contact your DTA for assistance or complete the information below:

Please NOLE: A Rimmihe s i im i m ko o et s
Windows Internet Explorer x|
Last Mame :
. r Flease review and confirm profile information before creating a docunent For the First time. Contact your DTA to update read-onky
First Mame : . information.
Middle Initial :

55 Ling 1: |123 Willow Street

ess Line 2: I

{ Country : I.\ Lockup |
Zip Code : |22312-

Eric T Carson 5creen 1D: 1044.1

Defense Travel System

Aewtmecnemment i

QK |

wialt mE O

IS:arrar:

hone : |111-111-1111

Figure 2-4: Profile Validation Screen

Follow the below steps to validate the profile:

1. Select OK.

2. Confirm or update the information in the profile and complete the required fields (marked with
asterisks).

3. Select Update Personal Information.

A pop-up window displays the following message: Profile Information is being updated. Contact your
DTA to update read-only information.
4. Select OK.
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The Trip Overview screen opens (Figure 2-3). See Section 2.5 for instructions on completing the Trip
Overview screen.

2.3.2 Create an Authorization From a Trip Template

DTS allows travelers to use the data from an existing authorization as a template to create a new autho-
rization. This is helpful for travelers who frequently travel to the same destination.

Beginning on the Authorizations/Orders screen (Figure 2-2), follow the below steps to create a new
authorization from an existing one.

1. Select Create Trip Template.

The Trip Template List screen opens and authorizations that may be selected to copy as a template are
listed (Figure 2-5).

Logged In As:  Rim T Carson creen 0 1562, 1 Tloze Window |
Traveler Name: Kim T Carson Document Type:  Authorization Help for this screen

Defense Travel System

AewtactCoremmentinr! S

Below is a list of your existing documents from which to choose a template, Please enter the start date of your trip, then select the copy
template link beside the document you wish to use, Or click the return to authorization forders link to Return to Authorizations £ Crders
SCreen,

» Return to Authorizations / Orders

Wew Trip Start Date: I [E=

(mm fdd fyyyy )

Existing Authorizations/Orders

Sort by - . -
Document Hame Trip Type Trip Purpose Create Hew Trip
KCROBIMSAFBGADSZA09_AD1 0626709 Ab-ROUTIME TO /TAD SITE WISIT Copy Template
KCORLAMDOF L102905_Y01 1042908 Ab-ROUTIME TOY /TAD SITE WISIT Copy Template
KCDEMWERCO0ZE03_A01 10/26/08 Ab-ROUTIME TO /TAD COMFEREMCE ATTEMDANCE Copy Template

Figure 2-5: Trip Template List Screen
2. Complete the New Trip Start Date field with the beginning date for the new authorization.
-Sc;IF;;:t the calendar icon and choose the desired date.
3. Select Copy Template next to the authorization that needs to be copied.
The Preview Trip screen opens (Figure 2-6). This screen is the first screen in the Review/Sign process,

the final steps in creating an authorization. All data from the template authorization have been copied
into the new authorization: the dates of the expenses are updated based on the new trip start date.
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Document Name: ECHOUSTONTXO:
Document Type: Authorization

LoggedIn As:  ERIC T CARSON
Traveler Mame: ERIC T CARSON

% Defense Travel System

A New Era of Government Travel

[ Rerus To Lisr |

Itinerary  Travel

ails for this trip below. To make &

ions.

bursement for tra

Reference Information

Reference:

Document Comments

MW Other Auths.

ick on the links at the left to return to that s

rtation, lodging and rental car expe

———

109_AD1 Screen 10 1064.5
Expenses  Accounting  Additional Options EATNSEEY

Pre-Audit Digital Signature

Print Document

tion. If you have no changes

Click here for memorandum

Comments to the Approving Official:

None

Comments from the Travel Agent:

otherwise not being

Other Trip Information

AAROUTINE TDY/TAD

Trip Furpase: SITEVISIT
Trip Description:
Overall Starting Point Time Zons: £5T (06)

Itinerary: Leave From:

Leave:

RES: MANASSAS, VA
HOUSTON,TX
31-Jul-08

07-Aug-09

Overall End Point Time Zone: EST (05)

It Leave From: HOUSTON,TX

Return Location: RES: MANAS

Arriver 07-Aug-09

Expenses

No Expense Information Available.

Per Diem Entitlements

Lodging M&IE: Start Date End Date

Edit  07/31/09 08/07/09

Accounting Summary

ActuaVEstimate
Accounting Code:
LODGING:

MEIE:

Sub Total:

Accounting Code:

OTHER:

HO ACCT CODE Sub
atat

Calculated Trip Cost:

Document Totals

Actual/Estimate
LODGING:

MEIE:

OTHER:

Calculated Trip Cost:

No Accounting Infarmation Available.

Mo Accounting Information Available,

f the contracted CTO is not
he CTO is not available or

Total Lodge Total MEIE

544250

Figure 2-6: Preview Trip Screen
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4. Scroll down the screen and review the data.
5. (Optional) Select Edit to the left of any information that needs to be changed.

For example, if there is an expense on the template that does not apply to the new trip, this action will
open the Edit Expenses screen. This screen allows the expense to be changed.

See Section 2.6 to book transportation or other reservations if necessary.

See Section 2.10 for complete instructions on the Review/Sign process.

2.4 Create an Authorization for Another Traveler

Authorized users can create authorizations for other travelers in DTS and, with proper approval, for depen-
dents.

2.4.1 Create an Authorization for a Military Member or a DoD
Employee

Follow the below steps to create an authorization for a military member or a DoD employee:
1. Mouse over Official Travel - Others on the menu bar (Figure 2-1).

2. Select Authorizations/Orders from the drop-down list.
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The Traveler Lookup screen opens (Figure 2-7).

Defense Travel System

AewtrmeiGoemmentie! A

Use the search function below to find the traveler.

Search By Social Security Number

+ Traveler 55M: Search

!

-0R -

Search By Travelsr Name

+ Last Name:

+ First Hame: Search
-0R -

Search By TANUM

+ TAMUR: Search

Use the search function below to find Documents by TAMUM for Cross
Organization Funding

Xorg Search By TANUM

+ TAMUA: Search

Figure 2-7: Traveler Lookup Screen

3. Enter the traveler’s Social Security Number (SSN).
-OR-
Enter the Last Name. (The first name is optional.)
-OR-
Enter the Travel Authorization Number (TANUM). This is the six-digit number assigned by DTS
when the Authorizing Official (AO) approves the document.

Note: Use the Xorg Search By TANUM field to search for Cross-Organization Funding documents.

The Traveler Lookup screen refreshes and displays a list of travelers by name and the last four digits of
their SSNs.

4. Select the name of the traveler for whom the authorization is being created.

The Authorizations/Orders screen opens (Figure 2-8). This screen displays a list of the traveler’s
existing authorizations and orders.

DTS Release 1.7.8.0, Document Processing Manual, Version 1.3.29, Updated 7/16/10 Page 2-13

This document is controlled and maintained on the www.defensetravel.dod.mil Web site. Printed copies may be obsolete.
Please check revision currency on the Web prior to use.



Chapter 2: Temporary Duty (TDY) Authorizations

Defense Travel System
A New Era of Government Travel
View Youchers View Local Vouchers View Group Authorizations
Below is a list of your existing authorizations/orders. Please select the function (edit, print, etc.) corresponding to the appropriate
authorization/order.
» Create New Authorization/Order » Create Trip Template
Existing Authorizations/Orders
Sort by Sort by Sort by Remove /
View/Edi .

Document Hame Status TA Humber (DL || Trip Cancel AL
ECSAMBERNARDIOOZE08_AM 09/728/08 ALUDIT PASS » view/fedit |» print | » trip cancel
ECDENVERCOUNTO92508_AD1 09/25/08 CREATED > edit » print * remove
ECCOLORADOSPROG2408_AM 09/24/08 SIGMED » view/fedit |» print | » trip cancel
ECSANDIEGOCANG2208_ADM 09/22/08 SIGHED » wview/fedit |» print | > trip cancel
ECJACKSOMVILLO9Z2108_AD1-01 09/721/08 CREATED ONWOZB = view » print = amend

Figure 2-8: Authorizations/Orders Screen

Users may view any document type for this traveler by selecting the View Vouchers, View Local
Vouchers, or View Group Authorizations buttons.

See Section 2.3.2 for instructions on using the Create Trip Template feature.

The first four columns on the Authorizations/Orders screen allow the user to select the criteria by
which to sort the documents: Document Name, Departure Date, Status, or TA Number. The fifth
through the eighth contain links that allow the user to perform certain actions on a document: View/
Edit, Print, Remove/Trip Cancel, and Amend.

View/Edit. This link is used to change information in an authorization. This link will display as view/
edit after the authorization has been signed. The user must re-enter the PIN to edit a document. This
link will display as view once the document has been stamped APPROVED.

Print. This link opens a new, print-enabled screen that displays an overview of the itinerary, including
per diem rates and entitlements, The document also provides the should-cost estimate for the trip.

Remove/Trip Cancel. The remove link displays when an authorization is in CREATED status. After
selecting remove, the user will be prompted to confirm the removal of the document. The trip cancel
link displays when an authorization has been stamped SIGNED. Selecting this link will prompt Trip
Cancellation. See Chapter 10 of this manual.

Amend. This link is used to make changes after a document has been stamped APPROVED. A new
document is created that must route through the same process as the original.
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Chapter 2: Temporary Duty (TDY) Authorizations

2.4.2 Create an Authorization for a Dependent

A user with group access may use DTS to create an authorization for a dependent, if they have
received proper approval for this. A military or DoD civilian who has travel documents created in DTS
for one or more dependents is referred to as the sponsor for those dependents. There are two standard
trip types that may be selected for an authorization, with different rules for reimbursement. Selection
of either trip type triggers an Other Authorization during the Review/Sign process. DTS automatically
completes the remarks field. The two standard trip types are listed below.

* EI1-ITAFAMILY TRANS ONLY. The sponsor will be reimbursed only for the transportation
expenses for this authorization.

e« E2-ITAFAMILY FULL REIMB. The sponsor will be reimbursed for transportation and eligible
travel expenses for this authorization.

Other trip types that allow dependent travel are certain Special Circumstances Travel (SCT) trip types.
See Chapter 11 of this manual for guidance on SCT trip types that allow dependent travel.

Note: A separate authorization must be created for each dependent. To create an authorization for a
dependent of a military member or DoD civilian, first identify the individual to DTS by performing
Steps 1 through 4 in Section 2.4.1. Then, resume the process from Step 3 in this section.

Beginning on the User Welcome screen (Figure 2-1), follow the below steps to create an authorization
for a dependent:

1. Mouse over Official Travel on the Menu bar.

2. Select Authorizations/Orders from the drop-down list.
The Authorizations/Orders screen opens (Figure 2-2).

3. Select Create New Authorization/Order.

The Trip Overview screen opens (Figure 2-3). For a complete description of the Trip Overview screen,
see Section 2.5.

4. Complete the Starting Point field by selecting RESIDENCE or DUTY STATION from the list
in the Starting Locations in Profile box.

5. Complete the Departing On field. Use the pop-up calendar if necessary.
6. Selectthe Trip Type drop-down list arrow and select E1-ITA FAMILY TRANS ONLY.

-OR-
Select E2-ITA FAMILY FULL REIMB (Figure 2-9).
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Page 2-16

Logged In As:  Kim [ Carson

Traveler Mame: PALIL T CARSOR

Defense Travel System

AewfretCoemmentier!

Booking Travel using the Defense Trawel System requires that you first prowide information about your starting and ending locations (usually
yiour home or duty station) and your TOY Locations for per diem purposes. wou will be able to request bookings for transportation (e.g., air,

car, rail) and lodging after these initial steps are complete,

| am leaving from - [Select from list or enter below]: @] Starting Locations in Profile:

IRES: ARLINGTON *I\."A Search | DLUTY STATION

|06f21 {2009 =g

(mmfdd fyyyy)

*Starting Point:

*Departing On:

Document Mame: PCURK 160609 Screen Dy 1151.1 Close Window
Help for this screen

Document Type:  Authorization

Please Mote: & Red Star [ * ) indicates a field iz required.

*Trip Type:

Select

*Trip Purpose:  [select j

Trip Descrip

I will be trajEz-Ta Faiily FULL REWLE

Commercial
Adr

Select
A8-ROUTINE TOY/TAD

AB-OPEN ALLOTARENT :I
AGWILL COMAMLTE

AX-ARRANGEMENTS OMLY LI
B-PERM CHG 5TA

C-PERMISSVE
[-HOUSE HUMTING

3| KN

et from the list below)

Rail Rental Car Other Time:

Figure 2-9: Trip Overview Screen Section A Drop-Down List
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Chapter 2: Temporary Duty (TDY) Authorizations

A Special Approval Requirement Message displays (Figure 2-10).

Logged Ins:  Kim D Carson Document Mame: PCLINK 160805 screen [0 1151,1 Close Window
Traveler Mame: PAUL T CARSON Document Type:  Authorization Help for this screen

Defense Travel System

Ao Erm oG

Booking Travel using the Defense Trawel System requires that wou first provide information about your starting and ending locations (usually
wour home or duty station) and your TDY Locations for per diem purposes, vou will be able to request bookings for transportation (e.g., air,
car, rail) and lodging after these initial steps are complete,

Please Mote: A& Red Star () indicates a field is required.

Microsoft Internet Explorer x
I am leaving from - (Sl X

- : A X @ By DoD Regulations (JFTR/ITR) this brip type requires special approval authority. Please contack your Commander/Supervisor to determine the
Starting Point: RES: ARL -,_‘/ appropriste appraval autharity, IF the approving autharity is not in your current organization routing list, you are encouraged ko sttach a copy of the
approving authoriby's communication ba this authorization. You will not be permitted ta change the trip bype once you leave the itinerary screen. Would

*Departing On: ID(:-.-'21J2D ou like ko continue?

(mmfddfy
Ok | Caneel
*Trip Type: |E1-ITA FARMILY T,

Trip Description:

I will be traveling to my TDY location by - [Select from the list below)

Figure 2-10: Special Approval Requirement Message

7. Read the message. Follow the instructions regarding obtaining appropriate approval.
8. Select OK.

-OR-

Select Cancel to return to the Trip Overview screen.

Selecting OK refreshes the Trip Overview screen. The Dependent Search screen opens (Figure 2-11).
It names the traveler's dependents as they are listed in the traveler's profile.

DTS Release 1.7.8.0, Document Processing Manual, Version 1.3.29, Updated 7/16/10 Page 2-17

This document is controlled and maintained on the www.defensetravel.dod.mil Web site. Printed copies may be obsolete.
Please check revision currency on the Web prior to use.



Chapter 2: Temporary Duty (TDY) Authorizations

Logged In As:  Kim D Carson Document Mame: PCUNK 160609 Screen Dy 10231 Cloze Window
Traveler Mame: PALL T CARSORN Document Type: Authorization Help for this screen

Defense Travel System
S |

Al routing, accounting, and reimbursement is made to the sponsor, Please select a dependent from the list below or use the second section to create a
rew entry, Mote that only one entry may be created outside of the permanent profile,

Choose a Dependent:

Select Dependent Mame Relationzhip [nlals} Paszport 1D Exp. Date

Create Dependent:

Select Dependent Mame Relationzhip [nlalc} Paszport 1D Exp. Date

Last; I *
Create | First: I * ISpDuse jl * ' I '
Middle: I

I_ Sawve to Permanent Profile

Cancel

Figure 2-11: Dependent Search Screen

9. Select the radio button for the dependent that will be listed on the authorization.

10. Choose Select and Close to populate the dependent’s hame on the Trip Overview screen.
-OR-
Select Cancel to return to the Trip Overview screen with no dependent selected.

The Trip Overview screen refreshes. The Dependent Information fields are populated (Figure 2-12).
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Logged In As: Kim D Carson Document Name: PLUNK 160607 creen 10 11611 Tloze wnndow |
Traveler Mame: PALIL T CARSON Document Type:  Authaorization Help for this screen

Defense Travel System

AenBreiCoemmentier! S

Booking Travel using the Defense Trawel System requires that you first provide information about your starting and ending locations (usually
yiour home or duty station) and your TO Locations for per diem purposes, ou will be able to request bookings for transportation (e.g., air,
car, rail) and lodging after these initial steps are complete,

Please Mote: & Red Star [ * ) indicates a field iz required.

| am leaving from - [Select from list or enter below): @q Starting Locations in Profile:

*Starting Point:  |RES: ARLINGTON <[ search
g I —l DUTY STATION
“Departing On:  [Der21/2009 [E=h

(mm fdd/yyyy)

*Trip Type: |E1—ITA FAMILY TRANS ONLY | *Trip Purpose: IOTHER TRAYEL |

Trip Description:

Dependent Name: [Carsen; Shella Birth Date: IUNUS’[95

I will be traveling to my TDY location by - [Select from the list below)

Figure 2-12: Trip Overview Screen With Dependent Information

11. Complete Sections B and C of the Trip Overview screen.
12. Complete the Travel section of the authorization. See Section 2.6.
13. Select the following tabs and complete the associated sections:

» Expenses. See Section 2.7. (Enter transportation expenses only, if the trip type is E1 - ITA
FAMILY TRANS ONLY. Enter all expenses for E2— ITA FAMILY FULL REIMB.) Use the Sub-
stantiating Records tab to submit the approval document for this trip type.

» Accounting Codes. See Section 2.8.

» Additional Options. See Section 2.9. Note: There are no scheduled partial payments (SPPs) for
this authorization type.

* Review/Sign. See Section 2.10.

Note: Although a dependent traveler may receive an advance on an authorization that has an E2 — ITA
FAMILY FULL REIMB trip type, SPPs are not allowed.
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Chapter 2: Temporary Duty (TDY) Authorizations

2.5 Prepare an ltinerary

DTS requires the starting and ending points and all TDY locations for the trip, in order to display the
correct per diem rates. After the user enters the required information, DTS displays the per diem rates. The
user may now submit requests for transportation and lodging.

The process begins on the Trip Overview screen (Figure 2-13).

Logeed In As:  Kim T Carson Document Name: KCUNK2Z2070% screen ID: 1151.1

Traveler Mame: Kim T Carson Document Type: Authorization

Defense Travel System
S |

Booking Travel us
your home or dut:
car, rail) and lodgi

t you first provide information about your starting and ending locations (usually
em purpoases. You will be able to request bookings for transportation (e.g., air,

Please Mote: A Red Star { * ) indicates a field is required.

| am leaving from - (Select from list or enter below): B Starting Locations in Profile:
. : RESIDENCE
“Starting Point: & Search
g I —I DUTY STATION
“Departing On: [

(mm/ ¥)

“Trip Type: Igglgct j “Trip Purpose: Igglgct vI

Trip Description:

=l
=
| will be traveling to my TDY location by - (Select from the list below)
Commercial
Air Rail Rental Car Other Time:

ol o o * Select 'I

{Claim Private Vehicle Transportation in Expense-Mileage. Use of Government Vehicle 15 non-reimbursable, show this in Expense-Mon-Mileage. )

My TDY location is - (Where | will be working): @
Location Tools:

) . . Search by:
“Location 1: Use Location Tools at Right

Location
“Arriving On: E-
. State/Country - Location
(mm/dd fyyyy)
“Departing On: =l Zip Code
(mm/d 11
County Lookup

At this location | will need - (Select all that apply from the list below)

Rental Car Lodging
= -

Will you be traveling to another TDY Location?

Yes Mo

Figure 2-13: Trip Overview — Initial Screen
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The screen is separated into the following five sections:

A. 1 am leaving from. The fields in this section require the starting point and date of the travel, the trip
type, and trip purpose. The traveler may enter a brief description of the trip.

B. I will be traveling to my TDY location by. The traveler identifies the mode of transportation for the trip
and the preferred departure time.

C. My TDY location is. The traveler identifies the location where they will be working. The traveler will
also enter the date of arrival at the location and the date of departure.

D. At this location I will need. The traveler will identify the types of reservations needed at the TDY loca-
tion: rental car, lodging, or both.

E. Will You Be Traveling to Another TDY Location? If the traveler selects Yes, DTS will default to the
tools that allow the addition of other TDY locations to the itinerary. If the traveler selects No, DTS will
proceed to the next part of the authorization. However, the traveler can add additional locations at a later
time.

2.5.1 Trip Overview Initial Screen - Sections A through C

Beginning in Section A, | am leaving from, the below steps will assist the traveler in completing the
fields on the Trip Overview screen:

1. Complete the Starting Point field by selecting RESIDENCE or DUTY STATION.

This selection populates the Starting Point field with the information stored in the traveler’s personal
profile. If the starting point is not the traveler’s residence or duty station type the city name into the
Starting Point field and select Search. A pop-up window opens to select the state or country code.
The code will populate in the text box next to the city name.

2. Complete the Departing On field. Use the calendar icon or type in the date.

3. Select the Trip Type drop-down list arrow and select the trip type.

Most travelers will select AA-Routine TDY/TAD. Many of the other trip types do not allow creation
of a voucher. Users selecting the Special Circumstances trip type should see Chapter 11 of this manual

for further guidance. See DTA Manual, Appendix K for a description of trip types.

4. Select the Trip Purpose drop-down list arrow and select the value that best describes the purpose
of this trip.

The Trip Purpose selection is used for post-trip data analysis.
5. (Optional) Complete the Trip Description field with details about the trip.
Note: The traveler can edit the locations in the Starting Locations in Profile and the Return Locations

in Profile box after advancing from the Trip Overview screen. After advancing beyond this screen,
select Additional Options on the navigation bar. The Residence address can be changed in My Profile
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and Duty Station address can be changed in My Additional Information. This change will affect future
documents. It will not change the current document.

In Section B, I will be traveling to my TDY location by, the traveler will select the mode of transporta-
tion for this trip. The options are commercial air, rail, rental car, and other transportation. Examples of
other transportation include a privately owned vehicle or a bus.

If the traveler wants to travel to the TDY location, keep the same car for the entire trip, and drive it
back to the ending point location, Rental Car must be selected each time it is presented on the Trip
Overview screen. Make the selection in Sections B and D, (Figure 2-13), under Trip Overview (Figure
2-28). If the traveler is traveling to multiple locations, Rental Car must be selected for each location.

6. Select the radio button for the transportation mode that will be used to travel from the starting
location to the TDY location.

7. Select the Time drop-down list arrow and select the preferred time of departure.
In Section C, My TDY location is, the traveler will identify one or more locations for this trip.
8. ldentify Location 1.

The Location Tools box on the right side of the screen displays search criteria that the traveler can use
to search for the location. See Sections 2.5.1.1 through 2.5.1.5.

Before identifying Location 1, select one of the following buttons to search for the location in DTS:

* Location
e State/Country — Location
* ZIP Code

e County Lookup

9. Complete the Arriving On field by using the calendar icon. Normally, this is the date that the
traveler arrives at the TDY location.

10. Complete the Departing On field by using the calendar icon. Normally, this is the date that the trav-
eler will leave the TDY location.
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2.5.1.1 Location Tools: Location Button
The traveler may search for a location name to complete the Location 1 field by following the

below steps:

1. Select Location.

The Search Location screen opens (Figure 2-14).

3 https://12.154.90.181 - Per Diem - Windows Internet Explorer

one of the other search options.

Search Term: (TOV/TaD Location)

4

Enter the name of a city, city /state, county, county fstate, city fcountry, or location in the search box below to find a per
diem location. Mote: &4 match may not be found for the information you enter. “You may change your search criteria or use

|| search Location |

=10l x|

Cancel

1o

KE'] Done

LT ]S e mteme Y

My TDY location is - [Where | will be working): @U

*Location 1: Use Location Toaols at Right

*Arriving On: |nsf24f2009 Bzl
(mm.dd Sy )

*Departing On: [E=]M
(mm.fdd Sy )

[Claim Private “Wehicle Transportation in Expenze-Mileage. Use of Government Wehicle is non-reimbursable , show thiz in Expenze-Mon-Mileage. )

Location Tools:
Search by:

Location

State/Country - Location

Zip Code

County Lookup

Figure 2-14: Search Location Screen

2. Enter all or part of the location name in the Search Term field.

A wildcard character (*) may be added instead of the beginning of the location name to help
find locations that may have variant spellings (e.g., Ft. and Fort). For example, *Eustis will
find Ft. Eustis. The wildcard character may also be used in the middle of the name; San*tonio

will find San Antonio.

3. Select Search Location.
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The Search Location Results screen opens (Figure 2-15). The screen refreshes and displays an

alphabetized list of the locations that match the entry in the Search Term field.

3 https://12.154.90.181 - Per Diem - Windows Internet Explorer

=10l x|

Enter the name of a city, city fstate, county, county fstate, city fcountry, or location in the search box below to find a per
diem location. Mote: & match may not be found for the information you enter. “fou may change your search criteria or use
one of the other search options,

Search Term: (TOW/TAD Location)

Isan antonio Search Location |

Search Results:

"san antonio” produced & results, If the location you typed (example: Mew York City) does not appear in this result list, try
typing in a more specific area [ example: Manhattan ) and search again. If you still cannot find the desired location, wou may
use one of the other search options,

TOV Locationis):

T
I<_|

-Mileage. )
coloct Lacation Count States Conuss  DoOD Basels Seasonal Lodge MEIE
] Country  Oconus  Installation Dates Rate Rate
Sl AMTOMIC
o BEXAR TH C 01401 - 12131 117,00 B4.00
(BEXAR)
S AN TOM[C
i COMAL TH C 01501 - 12131 70.00 39.00
[COMALY
o SAM AMTOMIC COMEJOS Co C 01501 - 12531 70,00 39.00 |
[ SARN AMTOMIC PASCO FL C 01501 - 127531 70,00 39.00 n |
[ SAN ANMTOMIC SOCORRC [ C 01501 - 12531 70,00 39.00 |- |
i ShR ANMTONIC BEXAR TH C 01501 - 12131 117,00 54,00 |

4dd to the location, a "Specific Place" to further define the TO location,

Specific Place (Optional) I

Cancel Select and Close |
-
| o]

Figure 2-15: Search Location Results Screen

4. Select the radio button next to the name of the correct location.

Note: If the location is not in this list, search again by revising the entry in the Search Term
field, or by using one of the other Search by criteria located at the bottom of the screen.

(Optional) The traveler may complete the Specific Place (Optional) field with the identifier for
the specific place (Figure 2-16).
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12.154.90.181 - Per Diem - Windows Internet Explorer

=10l x|

Enter the name of a city, cityfstate, county, county fstate, city fcountry, or location in the search box below ta find a per
diem location. Mote: & match may not be found for the information you enter. You may change wour search criteria ar uze
one of the other search options,

Search Term: (TOV/TAD Location)

Isan antonio Search Location |

Search Results:

"san antonio" produced & results, If the location wou typed (example: Mew York City) does not appear in this result list, try
typing in a more specific area [ example: Manhattan ) and search again. If you still cannot find the desired location, you may
use one of the other search options,

TOV Locationis):

coloct Location count States  Conuss  DOD Base/s Seazonal Lodge MEIE
y Country  Oconus  Installation Dates Rate Rate
SAM AMTOMIC
o BERAR TH [ 0101 - 1231 117.00 54,00
(BEXAR)
ShR ANTOMC
“ COMAL TH C 0101 - 12531 70.00 39.00
[COMALY
o SAM AMTOMIC COMEJOS Co C 01501 -12531 F0.00 39.00
[ SAR ANMTOMIC PASCO FL C 04401 - 12531 70,00 39.00
[ SAN ANTOMIC SOCORRD MK C 01401 - 1234 70.00 39.00
* SAR ANTONIC BERAR TH C 0101 - 12531 117.00 54,00

4dd to the location, a "Specific Place" to further define the TOY location,

Specific Place (Optional) ITraining Center

4

Select and Close |
-
| v

TIr
ILI

-dileage. )

LEEL

Figure 2-16: Add a Specific Place Field

If the traveler chooses to identify the place within the TDY location (e.g., Data Center), that
information will display in the Location 1 field on the Trip Overview screen (Figure 2-17).
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Page 2-26

I will be traveling to my TDY location by - [Select from the list below)

ComEt:rclal Rail Rental Car Other Time:

[l [ ol & ID?:SD Abd 'l

(Claim Private “Wehicle Transportation in Expense-Mileage. Use of Gowvernment Wehicle is non-reimbursable, show this in Expense-Mon-tileage. )

My TDY location is - [Where | will be working): &

Location Tools:

. Search by:
*Location 1: Training Center@5AN ANTONIO,TX
Location |
*arriving On: |06f24f2009 Ev
{mmdd Ay State/Country - Location |
*Departing On: I [E=l\ Zip Code |
(mmdd My ) |

County Lookup

At this location | will need - [select all that apply from the list below]

Rental Car Lodging
i i

Figure 2-17: Trip Overview Screen - Location Selected, Specific Place Identified

5. Choose Select and Close at the bottom of the screen (Figure 2-16).
-OR-
Select Cancel to return to the Trip Overview screen with no selection.
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The Trip Overview screen refreshes. Location 1 is identified (Figure 2-17 or Figure 2-18).

I will be traveling to my TDY location by - [Select from the list below)

C ial
om;ﬂ;:rma Rail Rental Car Other Time:

o] (& s [ ID?:SDAM 'l

[Claim Private Wehicle Transportation in Expense-Mileage. Use of Gowernment “ehicle is non-reimbursable, show this in Expense-Mon-Mileage. )

My TDY location is - [where | will be working): @Q

Location Tools:

. Search by:
*Laocation 1: SAN ANTONIO,TX
Location I
*Arriving On: |06f24.-‘2009 [E=d
{mmdd Ay StatefCountry - Location |
*Departing On: I E- Zip Code |
fmm dd /) County Lookup |

At this location | will need - (Select all that apply from the list below)

Rental Car Lodging
- -

Figure 2-18: Trip Overview Screen — Location Selected, Specific Place Not Identified
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Chapter 2: Temporary Duty (TDY) Authorizations

2.5.1.2 Location Tools: State/Country - Location Button

Follow the below steps to complete the Location 1 field by using the State/Country Location

button:

1. Select State/Country — Location.

The Find a TDY/TAD Location screen opens (Figure 2-19). The radio button to show United
States locations is selected by default. This means that the State/Country drop-down list will
only include U.S. locations. If searching for a foreign location, or to see a list of all U.S. and

foreign locations, select the appropriate radio button.

4

Logged In &s:  Kim T Carson
Trawveler Mame: Kim T Carson

Document Mame: KCLME 170509
Document Type:  Authorization

Defense Travel System

AewErmatGoemment e

Screen IDn 102351 Cloze Windaw ;l
Help for this screen

Select one of the options shown below, After selecting one of the options, the screen will be refreshed, and an additional selection list will be

provided.,

Select State / Country of Location

Shows
i United States (including US Territories) i Fareign
State S Country: -- Select -- ﬂ
OREGON -]

PaLAL
PERMEYLWAMIA
PLERTO RICO
RHODE [SLARD
SOUTH CAROLIMA
SOUTH DAKOTA

TEMMESSEE
UTaH
YERMONT =

[l

o

Page 2-28

Figure 2-19: Find a TDY/TAD Location Screen - State/Country

2. Select the State / Country drop-down list arrow and select a state or country. Enter the
first letter of the state or country and the list will scroll to the first entry that begins with
that letter.

The screen refreshes. It displays an alphabetized list of the locations in the selected state or

country in Section B (Figure 2-20).
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Chapter 2: Temporary Duty (TDY) Authorizations

Logged In As:  Kim T Carson Document Mame: KCUME 170509 Screen D 10231 Close Window
Traveler Mame: Kim T Carzon Document Type:  Authorization Help for this screen

Defense Travel System

AenEmeiCoemmenti! A

Select one of the options shown below, After selecting one of the options, the screen wil be refreshed, and an additional selection list will be
provided.

Select State / Country of Location

Showe
% United States {including LS Territories) " Foreign Al
State f Country: | TEXAS |

Select a location from the list below,

Select Location

TOY Lacationis):

Select Location Count StateS  ConusS DOD BaseS Seasonal Lodge MEIE
Y Country  Cconus | Installation Dates Rate Rate
& ABBOTT HILL TH C 01401 - 12531 70,00 39.00
o SEERMATHY HALE TH C 0101 - 12531 70.00 39.00
o AEILERE ThYLOR TH C 0101 - 1231 70,00 39.00
AEBILENE MAWVSL & MC RES

e TR TATLOR. T © Details 01401 - 1231 F0.00 39.00
[ AERAM HIC LG TH C 0101 - 1231 g4.00 44.00
0601 - 07 £31 110,00 44.00

=t s Co P i " ad

Figure 2-20: Find a TDY/TAD Location Screen - State/Country Location Search Results

3. Select the radio button next to the name of the TDY location.
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Chapter 2: Temporary Duty (TDY) Authorizations

2.5.1.3 Location Tools: ZIP Code Button
Follow the below steps to complete the Location 1 field by using the ZIP Code button:

1. Select ZIP Code.

The Find a TDY Location screen opens (Figure 2-21).

Logged In ds:  Kim T Catson Document Mame: KCUMK 170609 creen 10 TRAL T (SR ST
Traveler Mame: Kim T Carson Document Type:  Autharization Help far this screen

Defense Travel System

AewErmetGmemment i

Enter a B-digit zip code, and select the "Search" button, Al locations that match the entered zip code will be displayed, and you will be able to
select the desired location,

Enter Zip Code

b Digit Zip Code I Search |

=
4« |

Figure 2-21: Find a TDY/TAD Location Screen - ZIP Code

2. Complete the 5-Digit ZIP Code field.
3. Select Search.

The screen refreshes and displays an alphabetized list of the locations associated with the ZIP
code (Figure 2-22).
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Chapter 2: Temporary Duty (TDY) Authorizations

Logged InAs:  Kim T Carson Document Mame: KCUMK170609 Screen |0y 1550.1 Close Window & |
Traveler Mame: Kim T Carson Document Type:  Authorization Help for this screen

Defense Travel System

AewtrmeiGnemmentier S

Enter a 5-digit zip code, and select the "Search” button. &l locations that match the entered zip code will be displayed, and you will be able to
select the desired location,

Enter Zip Code

5 Digit Zip Code I?BZ?? Search |

Select alocation from the list belaw.

Select Location

TOY Locationis): =

T Location Count States  Conus/  DOD Basef Seasonal Lodge MEIE
Y Country ©Oconus | Installation Dates Rate Rate
[l SAM AMTONIO (BEXAR) BEXAR TH [ 01401 - 1231 117.00 54.00

Add to the location, a "Specific Place" to further define the TD location.

Specific Place (Optional) I

Pl et ardcines | x
« | »

Figure 2-22: Find a TDY/TAD Location Screen - ZIP Code Search Results Screen

4. Select the radio button next to the name of the correct location.

Note: If the location is not in this list, search again by selecting one of the other Search by
buttons located at the bottom of the screen.

5. Choose Select and Close at the bottom of the screen.

-OR-
Select Cancel to return to the Trip Overview screen with no selection.
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Chapter 2: Temporary Duty (TDY) Authorizations

2.5.1.4 Location Tools: County Lookup Button
Follow the below steps to complete the Location 1 field by using the County Lookup button:

1. Select County Lookup.

The Find a TDY/TAD Location screen opens (Figure 2-23).

Logged In s Kim T Carzon Document Mame: KCLUMK 170809 screen ID¢ 18511 Close Window = |
Traveler Mame: Kim T Carson Document Type:  Authorization Help for this screen

Defense Travel System

AewtrmetGoemmentire

Select from the list of States, After selecting a State, select from the list of Counties for that State, After selecting a County, the
corresponding Locations will be displayed.

Select State / County of Location

State I—- Select - VI County I VI

Cancel

=
4 | ¥

Figure 2-23: Find a TDY/TAD Location Screen - County

2. Select the State drop-down list arrow and select the state of the location.
3. Select the County drop-down list arrow and select the county of the location.

The screen refreshes with a list of locations. The first selection is the county name. The loca-
tions within the county display alphabetically (Figure 2-24).
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Logged In As:  Kim T Carson Document Mame: KCUMK 170809 Screen 1Dy 18511 Close Window & |
Traveler Mame: Kim T Carson Document Type!  Authorization Help for this scresn

Defense Travel System

AenteiGnemmentie! A

Select from the list of States. After selecting a State, select from the list of Counties for that State. After selecting a County, the
corresponding Locations will be displayed.

Select State / County of Location

State I TEHAS - l County I BERAR - l

Select a location for this trip TDY/TAD location. |f the location does not appear in the list, select the first location below, and enter a walue in
the Specific Place box,

Select Location

TOW Locationis):

calact Lacation County StateS | Conusf  DOD Bas.e;r Seasonal Lodge MEIE
Country Qconus | Installation Dates Rate Rate

[ BEXAR COUNTY BEXAR. TH C 0101 - 12531 117.00 54,00
e ADKIMS BEX#R. TH @ 01/01 - 12531 117,00 54.00
e ALAMO HEIGHTS BEX#R TH c 01/01 - 12731 117,00 54.00
e ATASCOSH BEX#R. TH © 01/01 - 12731 117.00  54.00
e B4 LCOMES HEIGHTS BEXAR. T C 01/01 - 12731 117,00 54.00

=
4| | »

Figure 2-24: Find a TDY/TAD Location Screen - County Search Results Screen

4. Select the radio button next to the name of the correct location.
5. Choose Select and Close at the bottom of the screen.

-OR-
Select Cancel to return to the Trip Overview screen with no selection.
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Chapter 2: Temporary Duty (TDY) Authorizations

2.5.1.5 Details for a DoD Base or Installation

DTS can provide the meals and quarters information for an installation during this process.
When the search results include a military installation, a Details link may display in the DoD
Base / Installation column (Figure 2-25).

TOY Location(s):
coloct Lacation County StateS  Conus/  DOD Bas.ef Seazonal Lodge MEIE
Country Oconus | Installation Dates Rate Rate
s BEXAR COUNTY BEXAR. TH C 01,/01 - 12531 117.00  54.00
(8 ADKINS BEXAR. TH © 01501 - 12531 117.00  54.00
i ALAMD HEIGHTS BERAR TH C o101 - 12131 117.00 54,00
i ATASCOSA BERAR TH C 01501 - 12131 117.00 54,00
i Ea&LCOMES HEIGHTS BERAR TH C o101 - 12131 117.00 54,00
i BOERME (BEXAR) BERAR TH C 01501 - 12131 117.00 54,00
e BROCKS 4FB BEXAR. TH C Details 01/01 - 12731 117.00 54,00
i CASTLE HILLS BEXAR. TH G 01/01 - 1231 117.00  54.00
e CHIM& GROVE BEXAR. TH C 01/01 - 12731 117.00  54.00
8 CONVERSE BEXAR. TH © 01/01 - 1231 117.00  54.00
e ELMEMDORF BEXAR. TH C 01,01 - 12531 117.00  54.00
8 FAIR Obts (BEXAR) BEXAR. TH © 0101 - 1231 117.00  54.00
 FAIR OAKS RANCH (BEXAR) BEXAR. TH C 01,/01 - 12531 117.00  54.00
(8 FIRM CASES BEXAR. TH © 01501 - 12531 117.00  54.00
i FT. Sidh HOUSTOM BERAR TH C Details o101 - 12131 117.00 54,00
i GREY FOREST BERAR TH C 01501 - 12131 117.00 54,00

Figure 2-25: Find a TDY/TAD Location Search Results Screen — Details Link

Follow the below steps to view details about the meals and quarters for a military installation:
1. Select Details in the DoD Base / Installation column.

The details for meals and quarters display (Figure 2-26).
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Logged Inds:  Kim T Carson Document Mame: KCUMNKE 170609 Screen ID: 165671 Close Window
Traveler Mame: Kim T Carson Document Type!  Authorization Help for this screen

Defense Travel System

O
HMeals Avail for: FT. SAM HOUSTON, TEXAS Location: FT. SAM HOUSTON, TEXAS
Dates Dates
Effective 01-Jan-95 Effective 01-Jan-98
Expiration 31-Dec-49 Expiration 31-Dec-49

Quarters dvailable 1
Enlisted Personnel MHeal
Breakfast
¥ Monday ¥ Tuesday [F Wednesday
¥ Thursday I¥ Friday ¥ saturday
¥ sunday I¥ Holiday
Lunch
[¥ Manday I¥ Tuesday [# Wednesday
[¥ Thursday I¥ Friday [¥ saturday
[ sunday I¥ Haoliday
Dinner
¥ #anday ¥ Tuesday [¥ wWednesday
[¥ Thursday I¥ Friday [¥ saturday
¥ sunday I¥ Haoliday
Officer Meals
Breakfast
[¥ Manday I¥ Tuesday [# Wednesday
[¥ Thursday I¥ Friday [¥ saturday
[ sunday I¥ Haoliday
Lunch
¥ #anday ¥ Tuesday [¥ wWednesday
[¥ Thursday I¥ Friday [¥ saturday
¥ sunday I¥ Haoliday
Dinner
[¥ waonday I¥ Tuesday |[# Wednesday
¥ Thursday I¥ Friday ¥ saturday
¥ sunday I¥ Haliday
Close |

Figure 2-26: Meals and Quarters Details Screen

2. Select Close.

The Search Results screen displays (Figure 2-25).
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Chapter 2: Temporary Duty (TDY) Authorizations

2.5.2 Trip Overview Initial Screen - Sections D and E

Section D of the Trip Overview initial screen allows the traveler to specify the need for a rental car and
lodging at the TDY location (Figure 2-13). Follow the below steps:

1. Check the Rental Car box if a rental car is needed at the TDY location.
2. Check the Lodging box if commercial lodging is needed at the TDY location.

Section E of Trip Overview screen (Figure 2-13) displays the question, Will you be traveling to
another TDY location?

3. Select Yes to add another location to this trip.

The screen refreshes each time Yes is selected and allows the traveler to identify another location,
arrival date, and departure date in Section C. Insert, Edit and Delete links now display in Section C
(Figure 2-27).

4. Complete the fields for Location 2 in the same way as Location 1 was done, if adding a destination
after Location 1.
-OR-
Choose Insert to add another TDY location before Location 1. The traveler will be prompted for the
location and dates.
-OR-
Choose Edit or Delete to edit or remove the TDY location.
-OR-
Choose No if there are no more locations to add to this trip.

My TDY location is - [vhere | will be working):

fmm fdd faryyy )

Location Arriving On Departing On Edit Delete
Insert 1 SAn ARTOMIC (BEXAR),TH 062609 07 /24/0% Edit Delete
Location Tools:
X X . Search by:
*Location 2: Use Location Tools at Right
Location |
*arriving On: |n?f24f2009 =l
{mm fdd ) StateSCountry - Location |
*Departing On: I E Zip Code |

County Lookup

Figure 2-27: Trip Overview Screen - Add Another TDY Location
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Chapter 2: Temporary Duty (TDY) Authorizations

2.5.3 Trip Overview Screen Refreshed

After the traveler selects No in Section E, the Trip Overview screen refreshes with new Sections C and
D (Figure 2-28). These sections now display fields where return travel information can be entered. The
traveler may continue to add TDY locations by selecting the Add New Per Diem Location link in
Section B.

My TDY location is - [Where | will be working): idd Mew Per Diem Location
Location A riwing On Departing COn Edit Delete
Insert 1 S AMTOMIC,TH 06/25,/09 07 10509 Edit Delete

. el Return Locations in Profile:
| am returning to: (Select from list or enter below]:

RESICENCE
DUTY STATION
*Ending Point: I *I Search |
*arriving On: |n?f1nfznn9 [E=]M
(mm fdd Sy )
*Trip Duration: ¢ 12 Hours or Less ¢ =12 - 24 Hours - With Lodging
=12 - 24 Hours - No Lodging % Multi-Day
| will be returning from my TDY by - [Select from the list below)
Commercial , ,
) Rail Rental Car Other Time:
Adr
o e o e ISeIed vl

[Claim Private Wehicle Transportation in Expense-Mileage, Use of Gowernment “Wehicle is non-reimbursable, show this in Expense-Mon-Mileage. )

Check this box if vou have other ticketed transportation not listed above: -

CTO Full &ssistance Request | Save and Proceed |

Figure 2-28: Trip Overview Screen — Refreshed With Return Information Fields

Section C, | am returning to is where the return destination and date is entered.
1. Complete the Ending Point field by selecting RESIDENCE or DUTY STATION.

If the ending point is a location other than the residence or duty station, type the name of the city in the
Ending Point field and select Search. A pop-up window opens so that the state or country code can
be searched and selected. The code will populate in the text box next to the city name.

2. Complete the Arriving On field. Use the calendar icon to populate the field.

Note: If crossing the International Date Line (IDL) from east to west on the return trip (e.g., leaving
Tokyo, Japan on Tuesday and arriving on Monday in San Diego, California), the Departing On date for
the last leg of the flight will be earlier than the Arriving On date of the Ending Point. DTS will flag
this as an error. Change the Arriving On date to equal the Departing On date, and make a note in the
Trip Comments box of the Trip Preview screen to indicate the actual Arriving On date.

3. Select the Trip Duration radio button that identifies the length and needs of the trip. DTS defaults
to Multi-Day if the trip exceeds one day. The traveler may select another radio button if necessary.
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Chapter 2: Temporary Duty (TDY) Authorizations

Section D, | will be returning from my TDY by is where the traveler identifies the transportation mode
for the return trip.

4. Select the radio button for the type of transportation that will be used to travel from the TDY
location to the return location.

5. Select the Time drop-down list arrow and select the preferred time of departure.

Section E, Check this box if you have other ticketed transportation not listed above identifies if there is

another type of ticket purchased for this trip, such as a bus or boat ticket. If checked, DTS includes the

Other Transportation screen in the flow controller of reservations when creating the authorization.

6. Check the box if there will be another type of ticket purchased for this trip.

7. Select CTO Full Assistance Request to receive assistance in booking reservations instead of
using the DTS Travel section to select the reservations. An additional fee is charged for this
option.

-OR-
Select Save and Proceed.

If the traveler’s profile does not contain a valid Government Travel Charge Card (GTCC) number or if
the card has expired, a pop-up message will display.

If the traveler’s profile contains a GTCC that will expire within 30 days, a pop-up message will display
and an e-mail is sent to the traveler and DTA.

8. Select Yes to update the GTCC account information.

The My Account Information Screen opens (Figure 2-29).
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Chapter 2: Temporary Duty (TDY) Authorizations

» My Profile  » My Preferences  * My Additional Information  » My TSA Information

Complete the infarmation below

Last Mame: Carson
First Name: Kim
55M: HHAHKA106

Accounting Information
Default Accounting Code Label: Lockup |

EFT and Credit Card Accounts

Payment by Electronic Funds Transfer (EFT) is mandatory unless the traveler does not have
ve EFT transmissions.

access to an account at a financial institution that can rec

If the following account informatien is incerrect please click on the link below te update your
account information from your permanant traveler profile. Refresh Account Data

Account Type Account Mumber Routing Mumber Expiraticn Date

CHECKING 1010101010101 114000653

Enter only ene account with a routing number.

Mandatory EFT Payment: ® ves O ong

Account Mumber: I

—

Checking Routing Humber: |114C-C-C-653

Checking Account Mumber: |1C-1C-1C-1C-1C-1C-1

Saving Routing Mumber: I

Saving Account Number: I
[ save changes to permanent traveler information

Update Perscnal Infermation |

Figure 2-29: My Account Information Screen
9. Make the necessary update(s) then select Update Personal Information.

Note: A clerk or NDEA cannot manually enter updated account information in the document and will
only have the Continue button available.
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Chapter 2: Temporary Duty (TDY) Authorizations

For instructions on using the DTS Travel feature or the CTO Full Assistance Request button, see the
following sections of this manual:

» Air Travel Section 2.6.1

» Rail. Section 2.6.2

» Rental Car. Section 2.6.3

* Lodging. Section 2.6.4

e Other Trans. (Other Ticketed Transportation). Section 2.6.6
* CTO Full Assistance Request. Section 2.6.8

2.5.4 Trip Overview Screen for Renewal Agreement Travel

DTS allows civilian employees to receive reimbursement for travel expenses while on Renewal Agree-
ment Travel (RAT) between outside continental United States (OCONUS) tours of duty. The employee
may receive reimbursement for transportation expenses when accompanying dependents or, with
certain restrictions, for unaccompanied dependent travel.

Beginning in Section A of the Trip Overview screen (Figure 2-13), follow the below steps to complete
an authorization for RAT:

1. Complete the Starting Point field by selecting RESIDENCE or DUTY STATION.

2. Complete the Departing On field. Use the calendar icon to select the date.

3. Select the Trip Type drop-down list arrow and select F-6 RENEWAL AGREE LV.

The Trip Overview screen refreshes. The section names, fields, and functionality differ from those on a
standard DTS authorization (Figure 2-30). In Section A, DTS has completed the Trip Purpose and Trip
Description fields with uneditable text. The screen identifies the airport(s) associated with the starting
point location if this information is available. A box is displayed that may be used to indicate that the

authorization is for the civilian employee’s dependent. The employee is referred to as the sponsor in
cases of dependent travel.
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Logged InAs:  Kim T Carson Document Names: KCUNK 170609 Screen ID; 1151,1 Close Windaw
Travsler Name: fim T Carson Document Typs:  Authorization Help for this screen

Defense Travel System

AenEmotcoemnenti A

Booking Travel using the Defense Travel System requires that you first prowide information about your starting and ending locations {usually
wour home or duty station) and your TDY Locations for per diem purposes. You will be able to request bookings for transportation (.2, air,
car, rail) and lodging aftsr these nitial steps are complste.

Please Mote: & Red Star (* ] indicates a field is required.

My Starting Location is Starting Locations in Profile:
*Starting Point: frankfurt =|FRG  Search RESIDEMCE
X DUTY STATION
*Airport: IFRA - Frankfurt, Germany j
*Departing On: 08/09/2009

(mm fdd fywy)

“Trip Type: IFE-RENEWAL AGREE LV j “Trip Purpose: | BETWEEN TOURS TRAVEL -I

Trip Description:

Renewal Agreement Travel =

Dependent Travel: [

I will be traveling to my TDY location by - [select from the list below)

C al
omgfrma Rail Rental Car Other Time:

= s s s Select 'I

(Claim Private Vehicle Transportation in Expense-Mileage. Uise of Gowernment Vehicle is non-reimbursable, show this in Expense-ton-ileage. |

My Designated Location is

Lacation Toals:
Search by:

*Location: Use Location Tools at Right
Location
sArriving On: 08 /0972007

iy State Country - Location
*Departing On: 0872972009 Zip Code
dd /s
mmdd fyyyy) County Lookup

I am returning to Return Locations in Profile:

RESIDENCE
*Ending Point: - Search |

DUTY STATION
“Airport: I j

=Arriving on: 08 25/2009

{mm.fdd fyyyy)

*Trip Duration: 12 Hours or Less ¢ »12 - 24 Hours - With Lodging
€ =12 - 24 Hours - No Lodging & Multi-Day

| will be returning from my TDY by - (Selzct from the list below)

Com;t:rclal Rail Rental Car Other Time:

[c] s o i Selact 'I

(Claim Private Wehicle Transportation in Expense-Milsage, Use of Gowernment Vehicls is non-reimbursable, show this in Expense-Non-mileage. |

At this location | will need - [select all that apply from the list below)

Rental Car Lodging
r r
Check this box if you have other ticketed transportation not listed above: -
CTO Full Assistance Request | Save and Procead |

Figure 2-30: Trip Overview Initial Screen — RAT
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4. Select the Airport drop-down list arrow to select a different airport.

5. Skip to Step 9 if the authorization is for the civilian employee.
-OR-
Check the Dependent Travel box if the authorization is for the employee’s dependent.

A message displays with information about reimbursements and the restriction on round-trip travel for
the dependent (Figure 2-31). A dependent may only travel round-trip if the sponsor is traveling on or
has already completed the authorized RAT.

My Starting Location is Starting Locations in Profile:

*Starting Point: Ifrankfur‘t * IFRG Search | RESIDEMCE
. DUTY STATION
*&irport: IFRA - Frankfurt, Germany j
F R [ne con nnn el
Microsoft Internet Explorer x|
9P All routing, accounting, and reimbursements are made to the sponsor. Dependents may trawvel unaccompanied but cannot perform round trip travel
] under renewal agreement authority unless the sponsor will perform (or has already performed) authorized Renewal Agreement Travel, Please select a

Family member .

Cancel

| =

Dependent Travel;: W

Figure 2-31: Dependent Information Message

6. Select OK to continue creating the authorization for a dependent.

-OR-
Select Cancel to return to the Trip Overview screen. If this occurs, DTS will clear the Dependent
Travel box.
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Chapter 2: Temporary Duty (TDY) Authorizations

The Dependent Search screen opens (Figure 2-32). This screen lists the dependents as they are named
in the traveler’s profile.

Defense Travel System

Aot Soemmentiee!

Al routing, accounting, and reimbursement is made to the sponsor. Please select a dependent from the list below or use the second section to create a
new entry. Note that only one entry may be created cutside of the permanent profile.

Chooze a Dependent:

Select Dependent Name Relationship oo Passport ID Exp. Date
i Carson, Jennifer O Spouse 11409569 Mot Provided Mot Provided
(e Carson, Jaylah Child 04/05/91 8934737 08418415

Create Dependent:

Select Dependent Mame Relationship COB Passport ID Exp. Date
Last: I *
Create | First: I + ISpouse j I + ' I '
Middle: I
r Save to Permanent Profile

m Select and Close

Figure 2-32: Dependent Search Screen

7. Select the radio button for the dependent to be named on the authorization.
If the dependent’s name is not listed, complete the fields in the Create Dependent section. To add the
dependent to the sponsor’s profile, check the Save to Permanent Profile box. Select Create. The
screen refreshes. Select the dependent using the appropriate radio button.
8. Choose Select and Close.

-OR-

Select Cancel to return to the Trip Overview screen with no dependent selected.

Note: If the RAT authorization is for a dependent that is over the age of 18, a message will display to
inform the user that RAT may not be warranted for dependents over the age of 18. Select OK.

The Trip Overview screen refreshes. The Dependent Information displays on the screen.
9. Select the mode of transportation and the preferred departure time in Section B.
Section C is labeled My Designated Location is for RAT authorizations.

10. Complete the Location field by using the search tools in the box.
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After the location has been selected, DTS completes the airport field with the code of the closest
airport (Figure 2-33).

My Designated Location is

Location Tools:

*Location: SAN DEGO,CA Search by:
*airport: ISAN - San Diego, C4 (USA) (Int'l dpt)  ~| Location

mm fdd Sy )

*Departing On: |08f29f2009 =

[mm.fdd fyyyy)

Zip Code

sarriving On: |03m9fzun9 [E=\ State/Country - Location |

County Lookup

My Alternate Location is (Optional)

Location: I I Search |

Figure 2-33: Trip Overview Screen — Airport Field Completed

11. Select the Airport drop-down list arrow to select a different airport if appropriate.

12. Complete the Arriving On field with the date of arrival at the designated location. Use the
calendar icon.

13. Complete the Departing On field with the date of departure from the designated location. Use the
calendar icon.

14. (Optional) Complete the location field under the My Alternate Location is (Optional) heading by
entering the city name and selecting Search to select the state or country.

Travel to an alternate location is allowed; however, the reimbursement is limited to the cost of travel to
the designated location.

Section D is labeled | am returning to.
15. Complete the Ending Point field by selecting RESIDENCE or DUTY STATION.

Note: The traveler may enter a different Ending Point city and select Search to select the state or
country. If the Ending Point is different from the Starting Point, DTS will trigger a preaudit flag during
the Review/Sign process. This flag informs the traveler that travel for Renewal Agreement Leave
taken in conjunction with a Permanent Change of Station (PCS) must be claimed on the PCS voucher,
and per diem will not be paid on a voucher created from this authorization.

16. Select the Airport drop-down list arrow to select a different airport if appropriate.

17. Complete the Arriving On field with the date when the traveler will arrive at the designated loca-
tion. Use the calendar icon.

18. Select the Trip Duration radio button that identifies the length and needs of the trip. DTS defaults
to Multi-Day if the trip exceeds one day. A different radio button may be selected if necessary.
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19. Select the I will be returning from my TDY by radio button in Section E that identifies the mode
of transportation to be used for the return leg of the trip.

20. Select the Time drop-down list arrow and select the preferred time of departure.
21. Check the box(es) in Section F to indicate the need for a rental car, lodging, or both as appropriate.

22. Check the box in Section G if there will be another type of ticket purchased for this trip.This will
cause DTS to include the Other Transportation screen when creating the authorization.

23. Select CTO Full Assistance to receive assistance in booking reservations instead of using the
DTS Travel section to select the reservations. An additional fee is charged for this option.
-OR-

Select Save and Proceed.

If CTO Full Assistance Request was selected then proceed to Step #26.

If Save and Proceed was selected, DTS may display a confirmation message that provides the GSA
contract fare (City Pair) information for the flight and informs the traveler that travel reimbursement is
limited to that amount (Figure 2-34).

i = x

RAT Travel Confirmation: Mo GS4 Citv-Pair Fare was Found For SAN DIEGD, CA, You are required ko select the lowest
o unrestricked coach Fare for air travel, Also, all other travel modes will be limited by the Approving Official ko the
lowest unrestricted coach Fare For air travel, Do wou wank to continue with the current selections?

[ Ok H Cancel ]

Figure 2-34: RAT GSA Contract Fare (City Pair) Confirmation Message

24. Select OK to continue
-OR-
Select Cancel to return to the Trip Overview screen.

Note: If DTS cannot find a GSA contract fare flight, a message displays that information.
It requires the traveler to select the lowest unrestricted coach fare, and states that the AO will limit the
reimbursement for all other travel modes to the amount of the lowest unrestricted coach fare.
25. Select OK to continue.
-OR-
Select Cancel to return to the Trip Overview screen.
If OK was selected, the TSA Secure Flight Information screen opens (Figure 2-35).

26. Enter or update data.
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27. (Optional) Place a check in the Save changes to permanent traveler information box to save
information to the permanent profile and document profile. If not selected, TSA information will
save for the document profile only.

28. Select Save TSA Information.

While DTS processes the information that was submitted, system messages displays briefly. DTS
accesses the component of the Travel feature that matches the selection in Section B on the Trip
Overview screen.

29. Complete the Travel section of the authorization in accordance with the travel type. See Section
2.6 for instructions on using the Travel feature.

30. Select the tabs to complete the following sections of the authorization:

» Expenses. For employees only, during authorized travel days, and when the departure and return
locations are the same. See Section 2.7.

» Accounting Codes. See Section 2.8.

» Additional Options. See Section 2.9. Note: SPPs are not allowed for RAT.

* Review/Sign. See Section 2.10.

2.6 Travel

Travelers may use the Travel feature or the CTO Full Assistance Request button to make travel reserva-
tions.

The Travel feature in DTS allows travelers to select their own reservations for commercial transportation,
rental car, or lodging. DTS accesses this module automatically after the user selects Save and Proceed on
the Trip Overview screen (Figure 2-28). While DTS processes the information that was submitted, DTS

accesses the component of the Travel feature that matches the selection in Section B of the Trip Overview.

All travelers must complete the Transportation Security Administration (TSA) Secure Flight Information
screen once per document when reservations are requested (Figure 2-35). This information is used for the
traveler's Secure Flight Personal Data (SFPD) and will be transmitted by TSA for watch-list screening.

The TSA Secure Flight Information screen displays after initial reservations have been selected or after
comments have been sent to the CTO when using the CTO assistance feature. The fields are populated
with information from the traveler's profile when available. See Section 2.9.1.

When creating an authorization for a dependent, the user enters the TSA information for the dependent
traveler. See Table 2-2 for definitions of the fields used on the TSA Secure Flight Information screen.
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Logged In As: Terry T Carson

Traveler Mame: Terry T Carson Document Type: Authorization

Defense Travel System

TSA Secure Flight Information

The Transportation Security
Security requires us to colect
screening, under the authority of 49 U.5.
Reform and Terrorism Prey

valuntary; how
screening or deni
share information you pro
others under its publis

nformation is
to additional

with law enforcement or inteligence agen
em of records notice. For more on T5A Priv
and the privacy impact
53.80V.

Please enter the information below to EXACTLY match the st
entification card/document the traveler wil be
When entering last name, do not include £.8., d1

ICarsan
I_srr'_.-
IC-G,"12,"1GEC-

* Last Mame:

* First Mame:

Middle Name:

* Gender = miF
Redress Humber I
Known Traveler Humber: I

[ save changes to permanent traveler infermation

5ave T5A Information

Document Mame: TCDENWVERCOUNTOS1109_AD1

SR

Administration of the U.5. Department of Homeland
informaticn from you for purposes of watch list
the Intelligenc

erile area. T5A may

te or government
ng at airport security.

screen ID:

Figure 2-35: TSA Secure Flight Information Screen

DTS Release 1.7.8.0, Document Processing Manual, Version 1.3.29, Updated 7/16/10

Page 2-47

This document is controlled and maintained on the www.defensetravel.dod.mil Web site. Printed copies may be obsolete.
Please check revision currency on the Web prior to use.



Chapter 2: Temporary Duty (TDY) Authorizations

Table 2-2: TSA Secure Flight Information Field Definitions

TSA SECURE FLIGHT INFORMATION FIELD DEFINITIONS

FIELD DEFINITION

Last Name Traveler's last name exactly as it appears on the state- or Government-issued identification
used for airport security. Do not include suffixes (e.g., Jr.).

First Name Traveler's first name exactly as it appears on the state- or Government-issued identification
used for airport security.

Middle Name Traveler's middle name exactly as it appears on state- or Government-issued identification
used for airport security.

No Middle Name Box that must be checked if there is no middle name on the state- or Government-issued
identification used for airport security.

DOB (MM/DD/YYYY) Traveler's date of birth.
Gender Traveler's gender.
Redress Number Unique number that the Department of Homeland Security (DHS) assigns to a passenger

to promote resolution with previous watch list. This field is optional.

Known Traveler Number | Assigned passenger number DHS uses to facilitate passenger clearance. This field is
optional.

Note: If a CTO fee is not included with the airfare, the traveler must include the CTO fee by using the
Other Transportation screen in the Travel feature. Select CTO Fee from the drop- down list on the Other
Transportation screen (Figure 2-36). Enter the ticket number, beginning with 890, in the ticket number
field.
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Legged In As:  ERIC T CARSON
SOH

Traveler Hame: ERIC

% Defense Travel System

A New Era of Government Travel

Crervnnousr |

expenses. Click here for memorandum

Use this screen to enter Other Ticketed Transportation information. Overall Starting Point
Leave From: RE5: MAMNASSAS, VA Edit
DoD mandates split disbursement for transportation, lodging and rental car Leave: 20-Apr-09

Document Name: ECCOLORADOSPROM4Z009_AD screen [D: 10941

Document Type: Authorization

It1nerarwwxpenses Accounting Additional Options Review /Sign|

Adr Rail Rental Car Lodging Other Transportation Summary

Location 1: COLORADO SPRINGS,CO

ticket value)

Departure Date

ADD Ticket Information Leave From: RES: MAMASSAS,VA Edit
TOYV/TAD Loc:  COLORADO SPRINGS,CO
Enter or select the required data. Arrive: 20-Apr-09
Leave: 29-Apr-09
Please Mote: ARed Star (* ) indicates a field is required. Carrier/ United Arlines Inc. Edit
Flight: (UA) 923
Type: IC’D Fee (Indiv Bill) j Conf/PHR: 123456
12:35PM - 20-Apr-09
escription: 70 Fee (Indiv Bi
Description: I._ 0 Fee (Indiv Bill) Depart:
Ticket No:
Arrive:
Ticket Value: 0.00 A
0.00 Carrier/
{If different from Flight:

Conf/PNR:

Depart:

3:45PM, - 20-Apr-09
Arrive: CO5-Colerado Springs, CO

(USA)

Figure 2-36: Other Transportation Screen

Windows Internet Explorer

1 E aour confirmed travel reservations will be cancelled in 24 haours if wour autharization remains unsigned.
.

Warning: The authorization MUST BE SIGNED within 24 hours of booking reservations in DTS. If the
authorization is not signed within 24 hours, all reservations will be cancelled automatically. A pop-up
reminder is displayed when exiting the DTS Travel feature (Figure 2-37).

eS|

Figure 2-37: 24 Hour Reservation Cancellation Warning Message
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2.6.1 Add Air Travel

If the traveler indicated on the Trip Overview screen that they will travel by commercial air, DTS will
display the Air Travel screen in the Travel module. This happens after Save and Proceed is selected
on the Trip Overview screen. This feature can also be accessed by selecting Travel on the navigation
bar and then selecting Air. The Modify Search feature may be used to specify and change certain reser-
vation details; however, travel may only be booked within the authorized dates. If an attempt is made
to search for a reservation on a date outside the authorized range, DTS will display a message that the
date must be within the authorized range.

Note: See Section 2.9.1 to select a preferred airport to be used for the Travel module.

2.6.1.1 Modify Search for Air Travel

The Modify Search section on the left side of the screen allows the traveler to modify their
search criteria (Figure 2-38). The below options explain how to change the search criteria.
After entering all criteria, select Search to display the new results.
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% Defense Travel System

A New Era of Government Travel

| RETURN TO LIST |

Modify Search

Please Mote: A Red Star (*) indicates
a field is reguired.

* Departure Arport (or city, state):

II-lD - Washington Dulles Intern

* Arrival Airport (or city, state):

I_F--‘\ - Tampa Internaticnal Apt

* Arrival or Departure:

I Departurs j

ItineramﬂﬂExpenses Accounting  Additional Options  RewiewsSign

Lodging  Other Transportation  Summary

Please select flights for IAD - Washington Dulles

International Apt to T:,&t- Tampa International Skip This Fiight |
p

departing on 08/16/2009

RESERVATIONS SUMMARY:

AlR:  50.00
[ GSA Contract w/ | GSAContract | Other Govt | Other Airfare | AGsa |
Limited &vailability Airfare Airfare

Sort By: & Departure Time © prrival Time © Elapsed Time 0 price @ Default

5228.60 Total Estimated Airfare (Including Taxes and Fees) GSA Contract w/Limited
Avvailability
Class: HCAIAD Fare Rules

View Available Seats Select Flight

08:20 AM Depart |AD - Washington Dulles
International Apt

10:31 AM Arrive TPA - Tampa International
Apt

Sun 16-Aug-09 Flying Time:

2h 11min

w

United
99

Hon-Stop Flight

Egquipment 325

$239.20 Total Estimated Airfare (Including Taxes and Fees) GSA Contract wiLimited
Availability

Class: HCAIAD Fare Rules View Available Seats Select Flight

07:53 AM Depart 1AD - Washington Dules Sun 16-Aug-09 Flving Time:

(Iﬂ Internaticnal Apt 1h 5¥min
X 08:50 AM Arrive ORD - Chicage O'Hare Lay-over
United N . & i
International Apt Time:
977 -
36min

Equipment 752

Figure 2-38: Air Travel Screen - Modify Search

*An asterisk indicates a required field.

To change the departure airport:

Complete the *Departure Airport field with an airport code or city that is different from the
departure airport currently identified.

To change the arrival airport:

Complete the *Arrival Airport field with an airport code or city that is different from the
arrival airport currently identified.

To change the date of arrival or departure:
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Select the *Arrival or Departure drop-down list arrow and select the value by which to set
the itinerary, that is, flights that arrive at a certain date and time or flights that depart at a
certain date and time.

Complete the Date field with the desired arrival or departure date. Use the pop-up calendar if
necessary.

Select the Time drop-down list arrow and select the preferred time of arrival or departure.

To broaden the search to include flights from and to other airports associated with the TDY
location:

Check the Show Alternate Airports box.

2.6.1.2 Select Air Travel

The flights are organized according to the type of fares under the fare tabs, as follows
(Figure 2-38):

» GSA Contract w/ Limited Availability. These flights are offered at a Government-con-
tracted price, but there is a limited number of seats available at the lower Government
price.

» GSA Contract Airfare. These flights also have a Government-contracted price, but there
is not a limit to the number of seats that the Government can purchase at this price. These
rates are higher than Government Contract w/ Limited Availability flights.

» Other Gov’t Airfare. This tab displays non-contract Government fares or discounted Gov-
ernment fares. In markets that do not have Government-contracted prices, DTS will also
try to combine two separate Government fares flights. Adding a connecting flight in an
airport that has a Government fare at the starting location airport and with the TDY
location airport may be less expensive. For example, a flight from Washington, DC to
Santa Fe, New Mexico may have no Government priced fares available; however, if seats
are available, adding a connection in Chicago will result in a lower fare than a non-
contract flight.

» Other Airfare. These fares are available to the general public and may have advance
purchase requirements and cancellation fees. Selection of this type of fare will require the
traveler to justify the selection during pre-audit.

» AItGSA. In cases where there are no Government-contract flights, DTS will search for an
alternate airport within an 80-mile radius of the TDY destination to locate Government-
contract flights. Results will display under this tab.

To see a more detailed description of each type of fare, mouse over the tab headings. If a flight
is not needed for this portion of the trip, select Skip This Flight, located above the fare tabs.

DoD policy requires the use of GSA Contract Fares whenever they are available. If a flight is
selected that is not a GSA Contract Fare, and GSA Contract Fare flights are available, the
Government Contract Fare Not Selected message displays. This message informs the traveler
that the selection must be justified during preaudit. Select OK to keep the flight selection or
select Cancel to return to the Air Travel screen.
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The traveler may select how to view available flights by selecting one of the Sort By radio
buttons as listed below:

» Departure Time

e Arrival Time

» Elapsed Time (Total of travel time and layover time)

e Price

o Default (Lists non-stop flights first, in order of least to greatest elapsed time offset from
requested departure time. All other flights are then sorted by elapsed time, offset from
requested departure time.)

Follow the below steps to reserve a flight:

1. (Optional) Select Fare Rules.

A pop-up window displays rules and exceptions associated with the fare (Figure 2-39).

GOVERNMENT FARES

FRRES

=
DGR Y/ TN j

Accounting
PENDENT ¥/¥N

odging

F CIVILIAZN
/ CIVILIAN AND

5creen 1Dz 1070.1

Other Transportation

Additional Options ~ Review/Sign

summary

Vashington Dulles
enver Intl Apt

Skip This Flight |

ZDERAL WITNEZSSZS TRAVELING ON /2009
RNMENT BUSINZSS =
PERSONS TR
CROSS
ther Govt | Other Airfare | ArGsa |
= rfare | |
= DEPENDENT WITH ID.

e O Elapsed Time 0 price ™ Default

g Taxes and Fees) Government Contract

DOES NOT AFPLY

FOR TRAVEL BY COST-REIMBURSABLE

COVERNMENT CONTRACTORS View Available Seats Select Flight
ngton Dulles Fri 31-Jul-09 Flying Time:
THE FARE COMPCNENT MUST INCLUDE TRAVEL FROM/TC IAD 3h 37min
AIRPORT. Hon-5top Flight

| Ir Intl Apt
| »

4]
Pore [ [ [ [ [ [ mteme

0% - g

STL3.00 1Ol Estmatey AnTare meroan g Taxes and Fees) Government Contract

Class: YCAIAD Fare Rules View Available Seats

ISFy 1832 AM Depart LA - Washinofop Dijles Eri 3109

Select Flight

Elving Time:

2. Close the window.

Figure 2-39: Fare Rules Window
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3. (Optional) Select View Available Seats to see the seats that are available.

The view-only Aircraft Seating window will open if the selected airline provides a seat map
(Figure 2-40).

Logged In As:  ERIC T CARSON Document Name: ECDENVERDENVEQT3109_AD1 5creen ID: 150G5.1
Traveler Name: ERIC T CARSOH Document Type: Authorization

Defense Travel System

SR

Flight: UA 51 14D - DEN 07/31/2009 11:30

L 1 Ry | ] R

i LI i T . available

W D W | ST R

4 BBB BBB 4 Q un=wvailable

' selected

LBl U@L w smaking
B:H S%% prermiunn
oeu LSS

" eeh Lee [£] blocked

iz iy GhE = . axit row

AR W Ry 1 |

20 U.U gy @ s bulkhead

noudy eJy o .

2z UUU UOU 2 W otey

b 0 1 1y 1 00 1 0 "i‘\T lzwatory

= JuJg

B UUU OUg Eha

EC RN 1T Ry O T T

N T S handicap

Cancel |

Figure 2-40: Aircraft Seating Window

This screen illustrates the seating for the type of aircraft and displays seat availability. Thisis a
view-only window, the traveler cannot choose a seat from this window.

4. Select Cancel.

The window closes and the Air Travel screen displays.

5. Select the Select Flight button for the preferred flight.

Note: If the traveler’s profile contains invalid GTCC data, a pop-up message will display
when the Select Flight or Request Assistance in Booking Flight button is selected. DTS will

not allow selection of flights or show seat maps. The Skip function may be used to proceed.

The Seat Selector window will open if there is a seat map available for this flight (Figure 2-
41). The flight information displays near the top of the window.
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If a specific seat can not be selected, please choose which type of seat you prefer:

Seat Selection: Iﬁ'-i8|9 'l Seat Number: I DQ“fl

Advance seat selections are not guaranteed and are subject to change by the airline(s).

Figure 2-41: Seat Selector Window

6. (Optional) Select the blue seat icon that represents the preferred available seat.

-OR-

Select the Seat Selection drop-down list arrow and select a seat location.

Note: If the selected airline flight has more than one leg, the Seat Selector will display again

SO a seat can be selected on the subsequent flight segments.

7. Select Done.

If air reservations are the first reservation to be requested, the TSA Secure Flight Information

screen displays (Figure 2-35).

8. Enter or update data.
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9. (Optional) Check the Save changes to permanent traveler information box to save
information to the permanent profile and document profile. If not selected, TSA informa-
tion will save for the document profile only.

10. Select Save TSA Information.
The screen displays a series of messages while DTS processes the information.

The Air Travel screen refreshes (Figure 2-42). The traveler’s departure flight is booked and a
search for a return flight may now be entered. If no flight is necessary for this portion of the
trip, select Skip this Flight. DTS will continue to the next reservation selected in the Trip
Overview.

Note: If the traveler cannot find a flight that meets the mission requirements, the Request
Assistance in Booking Flight button is available to assist in obtaining a flight that will meet
mission needs. Information may be added to the system-generated comment, but the system-
generated text should not be removed. To expedite the handling of the reservations, it is
important to use this button rather than calling the CTO. Additional handling fees may be
added whether requesting through DTS or calling the CTO.
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Traveler Mame: ERIC T CARSON Document Type: Authorization =
% Defense Travel System Itinera|prenses Accounting  Additional Options  ReviewsSign
A New Era of Government Travel
ABW Rail  RentalCar  Lodging  Other Transportation  Sumimary

Please Note: A Red Star (*)indicates departing on 08/14/2009

* Departure Airport (or city, state):

* Arrival Airport (or city, state):

Show Aternate Airports: -

Please select flights for DEN - Denver Intl Apt
to IAD - Washington Dulles International Apt 5kip This Flight |

RESERVATIONS SUMMARY:
ARz $534.20

IAD to DEN @ 07 /31/09 06:00 AM Arrive: 09:27 AW Cancel Flight  Change

| GSA Contract w/ | Gsacontract |
Limited Availability Airfare

G5A awarded fare is 5453.00

Other Gowt | Other Airfare |
Airfare

AIGSA ‘

Sort By: e Departure Time  arrival Time Elapsed Time  price ¥ Defaut

$523.60 Total Estimated Airfare (Including Taxes and Fees) Government Contract

Class: YCAIAD Fare Pules View Available Seats Setect Flight
(ﬂ 07:30 PM Depart DEN - Denver Intl Apt Thu 13-Aug-09 Flying Time:
12:47 AM Arrive 1AD - Washington Dules 3h 17min
United Internaticnal Apt +1 day Men-Stop Flight

70 Equipment 752

$534.20 Total Estimated Airfare (Including Taxes and Fees) Government Contract

Class: YCAIAD Fare Rules View Available Seats Setect Flight
06:00 AM Depart DEN - Denver Intl Apt Fri14-Aug-09 | Flying Time:
(ﬂ 09:18 AM Arrive ORD - Chicage O'Hare 2h 18min
United | International Apt La_IE-.'-over
ime:
93z Equipment 319 1h 43min
11:01 AM Depart ORD - Chicage O'Hare Fri 14-Aug-09 Flying Time:

w International Apt 1h 54min

01:55 PM Arrive |AD - Washington Dules

Figure

2-42: Air Travel Screen — Select Return Flight

The screen now displays the following:

» A green box that contains the Reservations Summary flight information.;

e Cancel Flight.

Link that can be used to remove the flight reservation;

» Change. Link that can be selected to return to the Air Travel screen and search for a differ-

ent flight;
» Fare and flight

options for the return trip.

11. Select a return flight and seat using the same steps as above.

DTS now displays the screen for the next type of reservation to be made (Figure 2-43).

No matter which screen displays at this point, DTS has booked the flight reservation and
displays it in the Reservation Summary box.
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Chapter 2: Temporary Duty (TDY) Authorizations

Logged In As:  ERIC T CARSON Document Mame: ECHOUSTOMCOUNOTZ2O
M Document Type: Authorization

9_AD Screen 1Dz 1096.1

Traveler Mame: ERICT

% Defense Travel System Itineranpenses Accounting  Additional Options  Review/Sign
A New Era of Government Travel
Air  Rail JERIEIReERF Lodgi

Other Transportation Summary

Modify Search Select Rental Car for
TYR - Tyler, TX (United States) Skip This Car |
Please Mote: ARed Star (*) from 07/22/2009 through 08/27/2009

indicates a field is reguired.
RESERWATIONS SUMMARY:

Fick-Up Bate: AIR: 51,561.70

|-:-?f22;‘2-:v:@ =1
IAD to TYR @ OF /22709 06:45 AM Arrive: 10:30 AM Cancel Flight Change
TR to |AD : 0B/27/09 05:20 AM Arrive: 04:10 PM Cancel Flight Change

* Pick-Up Time:
I 11:00 AW VI REMTAL CAR: $0.00

* Drop-0ff Date:
I-C-Efz?x’zc':@ =g

* Drop-Off Time: Rental rates shown do notinclude the Government Administrative Supplemental fee of
05:00 AM hd 55 per day.

[ Government Rates I Non-Government Ratss |

Cars rented under the Government's Car Rental Agreement include unlimited mileage

One-Way Rental: [l (except for one way rentals) and collision and liability insurance coverage in the United
States and its territories and possessions. Mot al vendors provide insurance coverage for
* Pickup Airport {or city, state): specialty vehicles (e.g., vans, sport utility vehicles). In the event of an accident with one
I“(R - Tyler, TX (Unite of these vehicles, a claim is filed directly with the Government by the rental company.
Travelers are not reimbursed for rental car insurance coverage purchased in the United
*Type: States or its territories and possessions regardless of the vendor from whom the rental

car is rented. Travelers are reimbursed for mandatory rental car insurance coverage

ICompa:t VI
reguired in foreign countries.

search | (ER) En Route: Il
51,178.66  [Estimated Total Cost Including Taxes & Fees]
HERTZ Maonthly Rate: Extra Hour: 520.01
IM TERMIMAL 5800.49 Extra Day: 526.68
fligde | Compact Car Unlimited Miles/ Kilometers

Air Conditioning

Figure 2-43: Reservations Summary — Return Flight Booked
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Chapter 2: Temporary Duty (TDY) Authorizations

2.6.2 Add Rail Travel

If rail was requested on the Trip Overview screen, DTS will display the Rail Travel screen. The screen
displays trains for the stations associated with the location selected (Figure 2-44). If any of the trains
displayed meet travel needs, see Section 2.6.2.2 for instructions on booking a reservation. If different
train options are needed or if DTS did not return any trains, see Section 2.6.2.1 for instructions on how
to modify the search to return different results.

Logged In As:  ERIC T CARSOM Document Name: ECHOUSTOMCOUNO72209_AD1 Screen 1Dz 1057.1 Close
Traveler Mame: ERIC T CARSON Document Type: Authorization Help for this screen

% Defense Travel System Itine|'a|wxpenses Accounting  Additional Options  Review/Sign
A New Era of Government Travel
[ rETURN TO LIST | air BV RentalCar  Lodging  Other Transportation  Summary

noow

Modify Search Please select trains for WASHINGTON, DC
to ALEXANDRIA, VA Skip This Train |
Please Note: & Red Star (%) arriving on 08/06/2009

indicates a field is required.
RESERVATIOMS SUMMARY:

* Departure Station:

ARz §1,561.70
[vaskinGTON, DC

IAD o TYR : 07/22/09 06:45 AM Arrive: 10:30 A
* Arrival Station: TYR to IAD : 08/27/09 05:20 AM Arrive: 04:10 PM

I;‘-LEX;‘.NBRIA. VA REWTAL CAR:  50.00

Reservation Skipped - HOUSTON COUNTY, TX Dates: 07/22/09 - Remove
08/27/09

Time:

Sort By:  Arrival Time Departure Time
* Arrival or Departure:

Arrival j Use this screen to request your AMTRAK rail travel.

If the trip itinerary is canceled or changed after tickets or transportation requests are issued
* Arrival or Departure Date: to the traveler, the traveler is liable for their value until all tickets coupons have been used for
official and/or all unused tickets or coupens are properly accounted for on the travel
reimbursement voucher.

- Thu 06-Aug- | Travel Time:
H 1 WASHING {, DC
07:30 AM WASHINGTON, D 09 o h 17 min
AMTRAK

- Thu 06-Aug-
D087 | 07:47 AM ALEXANDRIA, VA e E
Select Train
e e Thu06-Aug- | Travel Time:
7 09:33 AM WASHINGTON, DC . .
o g R 17 min

0089 10017 AM A FXANDRIA A Thu 06-Aug-

Figure 2-44: Rail Travel Screen — Select Departure Train

Many DTS travelers make their own arrangements for rail travel. Unlike air, lodging, and car
reservations, rail travel WILL NOT book automatically. When requesting rail, travelers should be
aware that live rail schedules are not available in DTS. Instead, what is returned in the search results is
a static list of train schedules. The traveler should make sure that all applicable remarks for rail travel
are filled in the comments field prior to submitting the request.
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Chapter 2: Temporary Duty (TDY) Authorizations

2.6.2.1 Modify Search for Rail Travel
The Modify Search section on the left side of the screen enables the traveler to modify the

search (Figure 2-44). The following options explain how to change the search criteria. After
entering all the requirements, select Search to display the new results.
*An asterisk indicates a required field.

To change the departure station:

Complete the *Departure Station field with a city that is different from the departure city cur-
rently identified.

To change the arrival station:

Complete the *Arrival Station field with a city that is different from the arrival city currently
identified.

To change the date of arrival or departure:

Select the *Arrival or Departure drop-down list arrow and select the leg of the trip for which
the travel date will change.

Complete the Date field with the new arrival or departure date. Use the pop-up calendar if nec-
essary.

If travel by train is not preferred for this leg of the trip, select Skip this Train, located near the
top right side of the screen.

2.6.2.2 Select Rail Travel

The traveler may select the order in which the trains display by selecting one of the Sort By
radio buttons as listed below:

e Arrival Time
e Departure Time

Beginning on the Rail Travel screen (Figure 2-44), follow the below steps to book rail travel:
1. Modify the search, if necessary.

2. Choose Select Train for the preferred train.

Note: If the traveler’s profile contains invalid GTCC data, a pop-up message will display
when the Select Train or Request Assistance in Booking Train button is selected. DTS will

not allow selection of trains. The Skip function may be used to proceed.

The Rail Travel Detail screen opens (Figure 2-45). The following details displays about the
selected train:

» Departing From and Traveling To. The origin and destination for this travel.
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Chapter 2: Temporary Duty (TDY) Authorizations

e Train Selected. Information about the train. The trains are listed by company, train
number, and departure and arrival date and time.

» Seat Preference. Drop-down list from which to select an aisle or window seat.

» Comments field. Text box in which information or questions for the CTO may be entered.
By default, the text indicates the selected train departure and arrival times and stations.

Use this screen to find a different train or to save the selected train.

NOTE: Selecting this option will require manual intervention by your Commercial
Travel Office, and may result in a higher transaction fee to the Government.
Departing From: WASHINGTON, DC

Traveling Ta: CHARLOTTSVILLE, V&

Train Selected

Amtrak Train Number: 0067
Depart: WAS - WASHINGTON, DC AL 07:30 AM On 06-Aug-09
Arrive: ALX - ALEXAMNDRIA, VA AL 07:47 AM On 06-Aug-09

Enter the following details:

Seat Preference: Mo Preference j

If necessary, add comments to the CTO:

CIC, please assist traveler with the rail redquest from WAS —ﬂ
B 6-Rug-09% to ALX -
M on 06-Aug-09 taking Amtrak on ;I

Find a Different Train Save Selected Train

Figure 2-45: Rail Travel Detail Screen

3. Select the Seat Preference drop-down list arrow and select Aisle or Window.
-OR-
Select Find a Different Train to return to the Rail Travel screen and make another selec-
tion or modify the search.

4. (Optional) Add to the existing comments to the CTO, but do not delete any of the existing
text.

5. Select Save Selected Train.

If rail reservations are the first reservation to be requested, the TSA Screen displays (Figure 2-
35).

6. Enter or update data.
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Chapter 2: Temporary Duty (TDY) Authorizations

7. Select Save TSA Information.
The Rail Travel screen refreshes (Figure 2-46). The screen now displays the following:

* A green box that contains all Reservation Summary information

e Cancel Train. Select this link to remove the train reservation request

» Change. Select this link to remove the reservation request and return to the Rail Travel
screen to select a different departure train (Figure 2-44)

* Return train options

Logged In As:  ERIC T CARSON Document Mame: ECCHARLOTTESVOE0609_AMM screen ID: 1057.1
Traveler Hame: ERIC T CARSON Document Type: Authorization
% Defense Travel System Itinera|prenses Accounting  Additional Options  ReviewsSign
A New Era of Government Travel
Air ental Car  Lodging  Other Transportation  Summary

Modify Search Please select trains for CHARLOTTESVILLE, VA
to MAMASSAS, VA Skip This Train |
Please Note: & Red Star () departing on 08/21/2009

indicates a field is reguired.
RESERVATIONS SUMMARY:
* Departure Station:

RAIL:
IC HARLOTTESVILLE, VA

Confirmation Pending Departure: Thu 08/06/2009 07:22 PM Cancel Train Change
* Appival Stat MANASSAS, VA to CHARLOTTESVILLE, WA

[ariass:

Sort By:  Arrival Time Ceparture Time

Use this screen to request your AMTRAK rail travel.

* Arrival or Departure:

tot r= trav =l=r :r

Departure j official and/or all unus
reimbursement voucher.

tickets or coupons are pr:\perl'_.- accounted for on the travel

* Arrival or Departure Date:

07:20 AM CHARLOTTESVILLE, VA Fri 21-Aug-09  Travel Time:

—— 1 h 26 min
SEELEL | 0020 | 0B:d46 AM MANASSAS, VA Fri 21-Aug-09

Select Train
02:47 PM CHARLOTTESVILLE, VA Fri 21-Aug-09 | Travel Time:
—— 1 h 48 min
5 (4:35 PM MAMASSAS, VA Fri 21-Aug-09
If travel agent assistance is required, click on the button "Request Assistance in Booking Rail”.

NOTE: Additional travel agent handling fees may apply.

Figure 2-46: Rail Travel Screen — Select Return Train

8. Select the return trip using the same steps used to select the original reservations.

If a train cannot be found, select Request Assistance in Booking Train button at the bottom
of the screen.
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DTS now displays the screen for the next type of reservation to be made. The Reservations
Summary has updated with the return rail information.

2.6.3 Add Rental Car

If the traveler indicated on the Trip Overview screen that a rental car is needed, DTS will display the
Rental Car screen. The traveler can also access this feature by selecting Travel on the navigation bar
and then choosing Rental Car. The screen displays rental car companies located at the arrival airport
(Figure 2-47). The results are listed from least to greatest total estimated cost for a compact car.
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Logged In As:  ERICT Document Name: ECDALLASCOUNTOS A1 Screen Dz 1096.1

Traveler Name: ERIC Document Type: Authorization

% Defense Travel Syslem Itineranpenses Accounting  Additional Options  Review/Sign
A New Era of Government Travel

Modify Search Select Rental Car for

DAL - Dallas/Fort Worth Love Field, TX (United
Skip This Car
States)

from 09/06/2009 through 09/18/2009

RESERVATIONS SUMMARY:

AlR: §719.10
* Pick-Up Time: IAD to DAL : O

03:30 PM - DAL o IAD : O

RENTAL CAR:  50.00

A Arrive: 2 Cancel Flight  Change
AM Arrive: 02:02 PM Cancel Flight  Change

* Drop-Off Date:

Government Ratss I Hon-Government Rates

* Drop-Off Time:

05:30 AM hd Rental rates shown do not include the Government Administrative Supplemental fee of
55 per day.
One-Way Rental: -

* Pickup Airport (ol

age for
ent with one
al company.
the Uni
dor from whom the rental

€ coverage

(ER) En Route: Il
$322.88 [Estimated Total Cost Including Taxes & Fees]
ENTERPRISE Weekly Rate: 585.00  Extra Hour: 55.70

IN TERMINAL/SHUTTLE TO CAR Extra D
Compact Car i

$414.50 [Estimated Total Cost Including Taxes & Fees]

DOLLAR Extra Hour
IN TERMINAL/SHUTTLE TO CAR 1 Extra Da
e | Compact Car Unlimi ilometers
Air Conditioning
Automatic

$477.82 [Estimated Total Cost Including Taxes & Fees]

HERTZ we
IN TERMINAL/SHUTTLETO CAR | 51
filgds  Compact Car

Extra Hour: 516.67

Air Conditioning
Automatic

§481.33  [Estimated Total Cost Including Taxes & Fees]

ALAMO Weekly Rate: 5159.00  Extra Hour: 58.67
OFF TERMINAL, SHUTTLETO

m CAR Air Conditioning ilometers
Compact Car Automatic

Figure 2-47: Rental Car Screen

If any of the displayed cars meet travel needs, see Section 2.6.3.2 for instructions on booking a reser-
vation. If different rental car options are needed, or if DTS did not return any rental cars, see Section
2.6.3.1 for instructions on how to modify the search to return different results.
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2.6.3.1 Modify Search for a Rental Car
The Modify Search section on the left side of the screen allows the traveler to modify the

search (Figure 2-47). The following options explain how to change the search criteria. After
entering all the requirements, select Search to display the new results.
*An asterisk indicates a required field.

To change the pick-up date:

Complete the *Pick-Up Date field with a date that is different from the pick-up date currently
identified.

To change the pick-up time:
Select the *Pick-Up Time drop-down list arrow and select a time to pick up the car.
To change the drop-off date:

Complete the *Drop-Off Date field with a date that is different from the drop-off date cur-
rently identified.

To change the drop-off time:

Select the *Drop-Off Time drop-down list arrow and select a time to drop off the car.
To specify a drop-off location that is different from the pick-up location:

1. Select One Way Rental.

The screen refreshes; the Drop-Off (Airport) field now displays.

2. Enter the drop-off location.

To pick up the rental car at an airport other than the arrival airport:

Complete the Pick-up (Airport) field with the airport code or city name.

To select a vehicle other than a compact car:

Select the Select a Class of Car drop-down list arrow and choose the vehicle type.

If it is not necessary to rent a car for this portion of the trip, select Skip This Car located near

the top right side of the screen. DTS will then display the screen for the next type of reserva-
tion needed, based on the selections in the Trip Overview.
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Page 2-66

2.6.3.2 Select a Rental Car
The rental car rates are organized under the rate tabs, as follows:

 Government Rates
¢ Non-Government Rates

Different types of rates may be viewed by selecting the rate tabs. If using the rental car as
transportation to and from a TDY location, check the (ER) En Route box.

Beginning on the Rental Car screen (Figure 2-47), follow the below steps to book a rental car:

1. Modify the search, if necessary. Results display based on the destination.
2. Choose Select Car next to the preferred rental car.

If rental car reservations are the first to be requested, the TSA Secure Flight Information
screen will display (Figure 2-35).

3. Enter or update data.

4. (Optional) Check the Save changes to permanent traveler information box to save
information to the permanent profile and document profile. If not selected, TSA informa-
tion will save for the document profile only.

5. Select Save TSA Information.

Note: If a rental car cannot be found, select Request Assistance in Booking Rental Car at
the bottom of the screen (Figure 2-47). The CTO Comments window opens (Figure 2-48). Do
not delete any of the text in the comments box. Additional comments may be added if neces-
sary. Select Send Comments to CTO, or select Cancel CTO Assistance to return to the
Rental Car screen. To expedite the reservation process, use this button rather than call the
CTO. Additional handling fees may be added whether requesting through DTS or by calling
the CTO.
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Logged In As:  ERIC T CARSOM Document Name: ECDALLASCOUNTOSOG609_AD 5creen ID: 1503.1
Traveler Mame: ERIC T CARSOMN Decument Type: Authorization
Defense Travel System

SR

Ho Rental Car Selected

MOTE: Selecting this opticn will require manual intervention by yvour Commercial Travel Office and may resultin a higher
transaction fee to the Government.

If necessary, add additional comments to the CTO:
CTC, please assist traveler with: Compact Car for DALLAS CCOUNTY, TX from
to 09/18/2009

os/06/2008 ||

Cancel CTO Assistance | Send Comments to CTO |

Figure 2-48: CTO Comments Window

DTS now displays the screen for the next type of reservation to be made. The rental car infor-
mation displays in the Reservation Summary box at the top of the screen (Figure 2-49)

Logged In As: ERIC T CARSON Document Mame: ECDALLASCOUNTO90609_AD1 screen ID: 1051.1
Traveler Hame: ERIC T CARSON Document Type: Authorization =
% Defense Travel System Itinera|prenses Accounting  Additional Options  Review/Sign
A New Era of Government Travel
- AEIENEY  Other Transportation  Summary
Modify Search Select Lodging for DALLAS COUNTY Skip This Hotel |
from 09/06/2009 through 09/18/2009
S35 te: A - *
Please Note: ARed Star (%) RESERVATIONS SUMMARY:
indicates a field is reguired.
AIR:  5719.10
* Check-in Date: I1AD to DAL : 09/06/0 0 AM Arrive: 12:00 AM Cancel Flight Change
DAL to lAD : 09/ 18/09 06:00 AM Arrive: 02:02 PM Cancel Flight  Change
RENTAL CAR: 5322.38
ENTERPRISE DAL - Dallas/Fort Worth Love Field, TX (United States) Cancel Car Change
Pickup: 09/06/09
Drop-off: 09/18/09
Select By:
LODGING:  50.00
TOY Location j

Figure 2-49: Reservations Summary - Rental Car Booked
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2.6.4 Add Lodging

If lodging was requested on the Trip Overview screen, DTS will display hotel names on the Lodging
screen. This feature can also be accessed by selecting Travel on the navigation bar and then selecting
Lodging. The screen displays hotels based on the search criteria identified (Figure 2-50). If DTS

returns more than 10 hotels, the remainder may be viewed in increments of 10 by selecting >Next 10.
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% Defense Travel System Iﬁne|'arﬂMxpenses Accounting  Additional Options  Review/Sign
A New Era of Government Travel
Air ar M Other Transportation summary

Modify Search Select Lodging for AURORA Skip This Hotel |
from 04/05/2010 through 04/10/2010
Flease Note: ARed Star (%)
indicates a field is required.

RESERVATIONS SUMMARY:

AlR:  52,780.89

* Check-in Date: GIG to DEM @ 04,0410 08:20 PM Arrive: 04/05/10 12:00 AM Cancel Flight Change

DEM to GIG @ 04/ 1010 12:36 PM Arrive: 0411710 09:30 AM Cancel Flight Change
04052010 =1

LODGING:  50.00

* Check-Out Date:
0471072010 = _ :

Govt Safety Compliant Lodging I Other Published Rates
Select By:
I_DY Location j Sort By: ' Distance ' pate Range ' Hotel Name
i e

City [ TOY Location: Lodging Per Diem Rate Allowed is $158.00 in AURORA,CO
[suroRa |C0
» Hext 10

* Distance:

|1-C- Wiles 542.74 - 574.99 Rate Range Additional Hotel Information Select Hotel
Phone: 303/333- | FEMA Approx. Distance:
search | Crossland 2545 Approved | 5 Miles

Denver/Cherry Creek Fax: 3053/333-

ﬁ 4850 Leetsdale Dr 2546

Glendale CO, 80246 Toll Free:
800/398-7829

$50.00 - 569.00 Rate Range Additional Hotel Information Select Hotel

Ramada Inn Denver Phaone: 303/433- | FEMA ,-\,E)pr.ox_ Distance:
MAWADA | 2601 7uni 5t Be77 Approved | 10 Miles
) S s
Denver CO, 80211 ::;:-.3”3}455

554,45 - 595.00 Rate Range Additional Hotel Information Select Hotel

La Quinta Inn & Suites Fhone: 303/799- | FEMA Approx. Distance:
Denver Englewood 4555 Approved 10 Miles
@ Tech Ctr Fax: 303/792-
9009 East Arapahos Rd 3377
Greenwood Vilage CO, Toll Free:
80112 800/ 753-3757

$54.99 - 584.99 Rate Range Additional Hetel Information Select Hotel

Phone: 303/388- | FedRooms Appros. Distance:

2100 Partici t | 5 Miles
Comfort Inn & Suites Far 303/335- F;;.j\ ipan il
4685 Quebec St e

Fralt) A o
Denver CO, 80216 s Approve

oll Free:

200/228-5150

Figure 2-50: Lodging Screen
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DTS allows travelers to make hotel reservations. However, military members on TDY at a military
installation are required to use Government quarters, if quarters are available. Members must contact
the lodging facility outside of DTS to make the arrangements. Members will then enter the lodging
cost on the Per Diem Entitlements screen located in the Additional Options module.

If Government quarters are not available, military members must obtain a non-availability number
before requesting commercial lodging reservations and enter it in one of the following DTS screens:

* Preview Trip: Enter the number into the Comments to the Approving Official field.
»  Other Authorizations (See Section 2.10.2):

1. Select Add Additional Authorizations For This Trip.
2. Check the box for Other.

3. Select Add at the bottom of the screen.

4. Enter the number and explanation in the Remarks field.

Note: When crossing the International Date Line (IDL) eastward, a traveler may have two per diem
locations, and thus two hotel reservations, for the same calendar date.

2.6.4.1 Modify Search for Lodging
The Modify Search section on the left side of the screen enables the search criteria to be

modified to return different lodging results. The following options and table explain how to
change the search criteria. After entering all the criteria, select Search to display the new
results.

*An asterisk indicates a required field.

To change the check-in date:

Complete the *Check-In Date field with a date that is different from the check-in date cur-
rently identified. Use the calendar icon if necessary.

To change the check-out date:

Complete the *Check-Out Date field with a date that is different from the check-out date cur-
rently identified. Use the calendar icon if necessary.

To select the location, airport, city, or ZIP code for a hotel, or limit the results by the hotel
name:

Choose the Select By drop-down list arrow and select the preferred value. The selection in this

field determines the fields that will display below it. Table 2-3 describes the screen fields that
may display, depending upon which was selected.
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Chapter 2: Temporary Duty (TDY) Authorizations

Table 2-3: Fields to Modify Lodging Search
FIELDS TO MODIFY LODGING SEARCH

SELECT THIS COMPLETE ENTER THIS INFORMATION
OPTION THIS FIELD
TDY Location *City / TDY Location Preferred name of the city or TDY location to book a hotel room.
Hotel Name *Hotel Name Name of a hotel or chain for DTS to return.
Airport Location *Airport Code Code for the preferred airport at the location to book a hotel room.
*State Postal abbreviation of the preferred state to book a hotel room.
City Location *Country Name of the preferred country to book a hotel room.
ZIP Code *ZIP Code ZIP code of the preferred location to book a hotel room.
Any Option *Distance Maximum number of miles from the location, airport, city, or ZIP
code to book a hotel room.

TDY Location,
Hotel Name, or * City Name of the preferred city to book a hotel room.

City Location

2.6.4.2 Select Lodging

The hotels are organized under rate tabs, as follows (Figure 2-50):
» Govt Safety Compliant Lodging
»  Other Published Rates

The order in which the hotels display may be chosen by selecting one of the Sort By radio
buttons as listed below:
» Distance

* Rate Range

* Hotel Name

The Lodging screen displays the amount allowed for lodging for the selected location.The
below items for each hotel also display:
* Address

» Telephone and fax numbers

» Participation in the FedRooms program
e Distance from location
e Additional Hotel Information link

Before selecting lodging, the traveler may want to read more information about the hotel.
Select Additional Hotel Information to open a window that displays links to hotel policies,
amenities, and other information (Figure 2-51). Select any link to view details. Close the
window when finished.
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] v

QUALITY INN AND SUITES DENVER DEN

6890 TOWER ROAD

NVER CO 80249

CANCEL POLICY

—CANCEL POLICY MAY WARY BY
DAY OF WEEEK AND SERSON.

THE MOST ACCURATE CANCEL
POLICY IS ADVISED DURING
BOOKING PROCESS. IN CASE OF
A NO-SHOW THE CREDIT

CARD WILL BE CHARGED ONE
NIGHT STAY. QUR SYSTEM
ACENOWLEDGEES ALL PROPERLY
CANCELED RESERVATIONS

BY RETUENING A CANCELLATION
NUMBER. DO NOT ASSUME

YOUR RESERVATION IS CANCELED
IF YOU HAVE NOT

RECEIVED A CANCELLATION
NUMBER IN YOUR PNE OR
BOOKING FILE. IF YOU DO NOT

BEEOETVE L CLRWNORT.T.ZTT AN _l_'l
3

A |

Figure 2-51: Additional Hotel Information Window

Once a hotel is selected, search results display by room/rate in the below order:

* FedRooms

* Government rates

» Remaining rates (alphabetically)

Beginning on the Lodging screen, follow the below steps to book a hotel in DTS:
1. Modify the search, if necessary.

2. (Optional) Select Additional Hotel Information for a hotel.

A pop-up window displays information about the hotel.

3. Close the Additional Hotel Information window.

4. Choose Select Hotel for the preferred hotel.

The Lodging screen refreshes (Figure 2-52). It displays the room types and the rates for the
selected hotel.
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% Defense Travel System \ﬁnerarWMExpenses Aocounting  AdditionalOptions  Review/ Sign
A New Era of Government Travel

Search By: Select Lodging for AURCRA e ——
from 04/05/2010 through 04/10/2010

RESERVATIONS SUMMARY:

Check-in Date:

AIR:  52,780.89
GIG to DEN : 04/04/10 08:20 PM Arrive: 04/05/10 12:00 AM Cancel Flight  Change
DEN to GIG : 04/10/10 12:36 PM Arrive: 04/11/10 09:30 AW Cancel Flight  Change

LODGING:  $0.00

Select By:
[7ov Location Lodging Per Diem Rate Alawed is $158.00 in AURORA,CO
City :
[AURORA Accommedations Selected
State: Quality Inn & Suites Denver International Airport
co 6890 Tower Rd
Denver €O, 80249
Cauntry : Fhone: 303/371-5
Fax: 303/371-5350
Toll Frae: B0D/228-5151

Web Site: www

Return to Hotel Listing

For property check in/check out times, view ‘Additional Hotel Information’ or the property
wisbsite.

Cancelations not received according to the hotel ol
cancelation penaities. For the hotet cancelation palic,
property website.

¢ may result in financial obligations such as
¥, view ‘Additional Hotel Information’ or the

State/Local rates may not apply to Federal Government Travelers

FedRooms Rates
FEDROOMS

1 KING BED /HANDICAPPED ROOM $69.00/night
/FREE HIGH-SPEED WIRELESS

i
]

FEDROOMS

1 KING BED /NO SMOKING /HANDICAPPED
ROOM.

/FREE HIGH-SPEED WIRELESS

56%9.00/night

i
E’

FEDROOMS
1 KING BED /EFFICIENCY 569.00/night
/FREE HIGH-SPEED WIRELESS/SMOKING ROOM

i
]

FEDROOMS
1 KING BED /NO SMOKING 56%9.00/night
/FREE HIGH-SPEED WIRELESS

i
E’

FEDROOMS
2 QUEEN BEDS/NO SMOKING 569.00/night
/FREE HIGH-SPEED WIRELESS

i
]

FEDROOMS

2 QUEEN BEDS/FREE HIGH-SPEED WIRELESS
/SMOKING ROOM/COFFEE MAKER IN
ROOM/HBO

56%9.00/night

i
E’

‘Government Rates
GOVERNMENT/MILITARY RATE

1 KING BED /HANDICAPPED ROOM 569.00/night
/FREE HIGH-SPEED WIRELESS

i
E’

GOVERNMENT/MILITARY RATE

1 KING BED /NO SMOKING fHANDICAPPED
ROOM

/FREE HIGH-SPEED WIRELESS

569.00/night

i
]

GOVERNMENT/MILITARY RATE
1 KING BED /EFFICIENCY 56%9.00/night
/FREE HIGH-SPEED WIRELESS/SMOKING ROOM

i
E’

GOVERNMENT/MILITARY RATE
1 KING BED /MO SMOKING 569.00/night
/FREE HIGH-SPEED WIRELESS

i
]

GOVERNMENT/MILITARY RATE
2 QUEEN BEDS/NO SMOKING 56%9.00/night
/FREE HIGH-SPEED WIRELESS

i
E’

GOVERNMENT/MILITARY RATE

2 QUEEN BEDS/FREE HIGH-SPEED WIRELESS
/SMOKING ROOM/COFFEE MAKER IN
ROOM/HBO

569.00/night

i
]

BEST AVAILABLE RATES

BEST AVAILABLE
1 KING BED /HANDICAPPED ROOM 569.99/night
/FREE HIGH-SPEED WIRELESS

i
]

Figure 2-52: Lodging Screen — Accommodations Selected
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Windows Internet Explorer x|

5. Choose Select Room to book the room.

If hotel reservations are the first reservations for the current authorization, the TSA Secure
Flight Information screen will display (Figure 2-35).

6. Enter or update data.

7. (Optional) Check the Save changes to permanent traveler information box to save
information to the permanent profile and document profile. If not selected, TSA informa-
tion will save for the document profile only.

8. Select Save TSA Information.

Note: If the traveler's profile does not contain a GTCC number, a pop-up message will display
informing the traveler that a credit card number is required to book the hotel reservation
(Figure 2-53). A personal credit card number can be entered by selecting OK, then Save after
the number has been added.

A credit card number is required ko book the hotel reservation,

If waou wank ko enter your credit card number in DTS, dlick QK.

-0R-

If you do nok want ko enter your credit card number in DTS, click Cancel to return to the Lodging screen. You must contact the hotel directhy if you wank to reserve the
hotel room. The hatel contact information is provided on the Lodging screen,

oK I Cancel |

Page 2-74

Figure 2-53: Credit Card Number Required Pop-up Message

DTS now displays the screen for the next type of reservation to be made. If all reservations
have been completed that were indicated on the Trip Overview screen, the Trip Summary
screen will display.

Note: If the traveler cannot find a hotel that meets their needs, scroll to the bottom of the
screen and select Request Assistance in Booking Hotel Room. Further details may be added
to the system-generated comment, however do not delete any text. To expedite the handling of
the reservations, it is important to use this button rather than calling the CTO. Additional
handling fees may be added whether requested through DTS or by telephone.

DTS Release 1.7.8.0, Document Processing Manual, Version 1.3.29, Updated 7/16/10

This document is controlled and maintained on the www.defensetravel.dod.mil Web site. Printed copies may be obsolete.

Please check revision currency on the Web prior to use.



Chapter 2: Temporary Duty (TDY) Authorizations

2.6.5 Cancel or Change a Reservation in the Reservation
Summary Box

Reservations may be cancelled or changed at any time during the process. Beginning in the green Res-
ervations Summary box (Figure 2-52), follow the below steps to cancel a reservation:

1. Select Cancel for the reservation that needs to be changed.

A pop-up window asks: Are you sure you want to cancel?

2. Choose OK to proceed with the cancellation. The cancelled reservation no longer displays in the
Reservation Summary box.
-OR-
Choose Cancel to return to the same screen without cancelling the reservation.

To change a reservation, begin in the Reservations Summary box, and follow the below steps:

1. Select Change for the reservation that needs to be changed.

DTS displays a Reservation Change Confirmation prompt (Figure 2-54).

Windows Internet x|

“_?/ Are you sure you want to change: DOLLAR. - [DEMVER,CO], 10/02/2009 11:00 AM - 10/22/2009 07:30 PM?

oK I Cancel |

Figure 2-54: Rental Car Change Confirmation - First

2. Select OK to proceed with the change.
-OR-
Select Cancel to return to the Trip Summary without changing the reservation.

DTS Release 1.7.8.0, Document Processing Manual, Version 1.3.29, Updated 7/16/10 Page 2-75

This document is controlled and maintained on the www.defensetravel.dod.mil Web site. Printed copies may be obsolete.
Please check revision currency on the Web prior to use.



Chapter 2: Temporary Duty (TDY) Authorizations

Depending on the reservation being changed, the screen displays the corresponding screen. Use the
Modify Search area to find alternate reservations (Figure 2-55).

Logged In As:  ERIC T CARSOM Document Mame: ECODEMVERCOMO0ZO9_AM Screen 1Dk 1096.1
Traveler Name: ERIC T CARSON Document Type: Authorization 22
% Defense Travel System Itineranﬂxp enses  Accounting  Additional Options  Review/Sign
A New Era of Government Travel
air  Rail MTHENE Lodging  Other Transportation  Summary

RESERVATIONS SUMMARY:
Modify Search AIR: $928.40

IAD to DEH : 1
DEM to 1AD © 1

05 AM Arrive: 12:00 AM

ease Mote: A - ®
Please Note: ARed Star (*) PM Arrive: 10/23/09 09:25 AM

indicates a field is reguired.
RENTAL CAR: 5629.32

* Pick-Up Date:

10/22/09

f22/09

LODGING:  50.00

* Drop-Off Time:

W Please use the Modify Search area to find alternate rental
—— cars.
One-Way Rental: Il

* Pickup Airport (or city, state):

DEM - Denver Intl Apt,

If travel agent assistance is reguired, click on the button "Reguest Assistance in Booking Rental
* Type: Car". NOTE: Additional travel agent handling fees may apply.
IE:anar"_.- VI

Request Assistance in Booking Rental Car

Search |

Figure 2-55: Rental Car Screen — Modify Search

If the modified search does not return acceptable results, select Keep Original Reservation to prevent
the cancellation or change. See the Modify Search subsection of the appropriate reservation section in
this chapter for instructions on how to use the Modify Search area.
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If selecting a reservation that is different than the original reservation, a message will display to
confirm that the reservation is about to be changed (Figure 2-56).

Windows Internet Explorer x|

9 | ‘Youare about to change your rental car reservation below:
‘/
-

Original: DOLLAR DEM - Denver Inkl Apk, CO {United States) Pickup: 02-0Oct-09 Drop-off 22-Oct-09
Current: ENTERPRISE IN TERMINALISHUTTLE TO CAR Pickup: 02-0ct-09 Drop-off 22-0ct-09

DTS will now cancel wour original reservation and replace it with wour current selection.

Choose OK to continue with this change. Choose Cancel to keep vour current reservation.

Caniel |

Figure 2-56: Rental Car Change Confirmation - Second

3. Select OK to delete the original reservation and add the new reservation.
-OR-
Select Cancel to keep the original reservation.

2.6.6 Other Trans. (Other Ticketed Transportation)

Travelers may enter details and cost information about other ticketed transportation that they may have
on this trip by using the Other Transportation screen (Figure 2-57). This is for arrangements that have
been made outside of DTS, which need to be recorded on the authorization and on the voucher. For
example, ticket information can be added if the trip has been completed and an additional ticket was
purchased as a result of a change in itinerary. If Section E was checked on the Trip Overview screen,
DTS will include this screen during the reservations process. This screen may also be accessed by
selecting Other Transportation on the subnavigation bar.

If the box in Section E was checked on the Trip Overview screen, DTS will include the Other Trans.

screen during the reservations process. This screen may also be accessed by selecting Other Trans-
portation on the subnavigation bar.
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Document Mame: ECDEMVERCO100209_A01 Screen [D: 10941
5! Document Type: Authorization
% Defense Travel System mnerarWMxpenses Accounting  Additional Options  Review/Sign
A New Era of Government Travel
RETURN TO LIST Air Rail Rental Car Lodging Other Transportation summary
Use this screen to enter Dther Ticketed Transportation information. Overall Starting Point
Leave From: RES: MANASSAS,VA Edit
Dol mand plit disbursement for transportation, lodging and rental car Leave: 02-0ct-09
expenses. Click here for memarandum
Location 1: DENVER,CO
ADD Ticket Information Leave From:  RES: MANASSAS,VA Edit
TOYfTAD Loc:  DENVER,CO
Enter or setect the required data. Arrive: 02-Oct-08
Leave: 23-0ct-09
Please Note: ARed Star { * ) indicates a field is required. Carrier/ Edi
Flight:
|- select - | Conf/PHR:
Description: I Depart:
Ticket Not [see attachea Ticket
Ticket Value: 0.00 (0D
Cost: 0.00 Carrier/ Edi
(If differant from Flight:
chat valus:
peker ) Conf/PNR: | 123456
Departure Date 9:0
- Depart:
Arrive:
(Denver Int'l. Apt
Rental Car: ENTERPRISE Edit
CBALabel: o DEM - Denver Intl Apt, CO
28 {United States
CBA Account: CBA Accounts
» LBA becounts Confirmation: =ABCD1234578-
Pick-Up: 02-0ct-09 11:004M
If necessary, add comments to the travel agent: Drop-0ff: 22-0ct-08 7:30PM
=
Overall Ending Point
= Leave From:  DENVER,CO Edit
Return Loc: RES: MAHASSAS, VA
» view expense deta Arrive: 23-0ct-09
Carrier/ Southwest Airlines Edit
Flight: (WN) 3073
Save Conf/PHR: 123456
Depart:
(Denver Intl. Apt)
11:15PM -
Arrive: MDW-Chicago, IL (USA)
Carrier/ Edi
Flight:
Conf/PHR:
3-Oct-09
Depart: hicage, IL (USA)
Arrive:
Proceed to the folowing page:

Figure 2-57: Other Transportation Screen

Note: The Click here for memorandum link opens a memo addressed to DoD members. The memo
outlines provisions that require use of split disbursement for DoD civilians and military personnel. The
memo reminds travelers to use split disbursement for transportation, lodging, and rental car expenses.
It also reminds AOs that all claims must be reviewed to ensure policy compliance.
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Note: A Customer Identification Code (CIC) will be issued once the authorization has been approved.
Follow the below steps to add ticketed transportation information to an authorization:

1. Select Travel from the navigation bar.

2. Select Other Transportation from the subnavigation bar.

The Other Trans. screen opens (Figure 2-57).

3. Select the Type drop-down list and select the type of travel with appropriate billing category.
The Description field completes automatically.

4. Complete the Ticket No. field if the ticket number is known.

5. Complete the Ticket Value field.

6. Complete the Cost field if the actual cost differs from the ticket value.

7. Complete the CBA Label field and the CBA Account field by selecting the CBA Accounts link,
if the travel will be centrally billed.

A pop-up window displays the CBAs available for selection.
8. Select a CBA number.
-OR-

Select Cancel.

If a CBA number is selected, it will display in the CBA Account field. This action also populates the
CBA Label field. The Other Trans. screen opens whether a CBA number or Cancel was selected.

9. Complete the Departure Date field. Use the calendar icon, if necessary.
10. Complete the Issue Date, if known.

11. Complete the Ticket Date field, if not already complete.

12. Complete the text field to provide comments to the CTO if necessary.

13. Select view expense details to view the reimbursement method or calculate the U.S. dollar amount
for expenses paid in foreign currency.
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The Expense Detail screen opens (Figure 2-58). If Comm Air (Central Bill) or Comm Rail (Central
Bill) on the Other Transportation screen was selected, the Method of Reimbursement cannot be
changed on this screen.

Defense Travel System

Aewtmeicnemmentie! S

Use this screen to edit the expense details.

Dol mandates split disbursement for transpoertaticon, ledging and rental car
expenses. Click here for memoarandum

Cost Opticns

Expense Typs: Ship Fare {Indiv Bill)
Expense Cost: 03.00

Reimbursable: =

Expense Category:

Method of Reimbursement: IGC'-.-"CC-I ndividual

Foreign Currency Calculator

Fareign Currency: IC-.C-C-

Exchange Rate: oo (Fareign Units/US 5)

Reverse Exchange Rate
If the expense cost doesn't appear to be correck, then try using the folowing
exchange rate:

(US 5/Foreign Units)

Figure 2-58: Expense Details Screen

14. Make the appropriate changes.

15. Perform the following to calculate the dollar amount of any expenses that will be paid in foreign
currency:

a. Complete the Foreign Currency field with the amount of foreign currency.
b. Complete the Exchange Rate field with the amount of foreign units per U.S. dollar.
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The screen refreshes (Figure 2-59). The Expense Cost field displays the cost in U.S. dollars.

Defense Travel System

Aenetfoennentier

Use this screen to edit the expense details.

Dol mandates split disbursement for transportation, lodging and rental car

expenses. Click here for memorandum

Cost Options

Expense Type: Ship Fare (Indiv Bill)
Expense Cost: 28.94
Reimbursable: =

Expense Category:

Method of Reimbursement: IGC'-.-"CE-I ndividual

Foreign Currency Calculator

Foreign Currency: I&E.C-C-
Exchange Rate: I.?64524 (Forsign Units/US 5)
Reverse Exchange Pate

If the expense cost doesn't appear to be correct, then try using the following
exchange rate:

1.3080034113 (U5 SfForeign Units)

Figure 2-59: Expense Details Screen — Foreign Currency Calculated

16. Select Return to close the window.

The Other Trans. screen opens.

17. Update the Ticket Cost field with the U.S. dollar amount.

18. Select Save.

The screen refreshes and shows the saved ticket information.

19. Select Create a New Ticketed Transportation Entry if there is additional ticketed transportation to

add to this authorization.
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-OR-
Select Summary in the navigation bar to advance to the Trip Summary.

2.6.7 Trip Summary

After completing the reservation process, the Trip Summary screen opens (Figure 2-60). This screen
organizes the summary information under two tabs, as listed below:

» Payment Information. This screen provides the costs for each of the reservations on this itinerary.
It includes editable fields in which certain changes can be made and other information added. In
addition, the TDY location can be changed by selecting Change TDY Location at the bottom left
corner of the screen.

» Final Trip Itinerary. This screen has no editable fields, but provides the final itinerary for review.

At ticketing, the Trip Summary screen will be updated with details such as ticket number, fare break-
down, and class of service.
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Logeed In As:  ERIC T CARSON Document Hame: ECDENVERCO100209_AD screen 1Dz 1

Traveter Hame: ERIC T C N Document Type: Authorization

r’% Defense Travel System Itineranpenses Accounting  Additional Options  Review/Sign
A New Era of Government Travel

Email this Itinerary Print this Itinerary

Payment Information | Final Trip Itinerary |

Air Travel Payment Summary: Add New Flight
$928.40 Total Cost (Including Taxes & Fees) Wiew Flight Details

Cancel Change

—&®-  Depart: 07:05 AM 1AD-Washington, DC (US4} (Dulles Apt)
oo
Arrive: 07:55 AM MDW-Chicago, IL (USA) (Midway Apt)

Southwest Frequent Flyer 2 = Special Reg Fri 107022009 SEAT:
226 I--Fteaie Select-- j
4 Depart: 09:00 AM MDW-Chicage, IL (USA) (Midway Apt)
SemwesT .
Arrive: 10:35 AM  DEM-Denver, CO (USA) (Denver Intl Apt)
Southwest . Fri 1070272009 SEAT:

Frequent Flyer 3=
IVVFLease Select-- j

2494
Cancel Change

—.ﬁ-. Depart: 08:00 PM DEN-Denver, CO (USA) (Denver Int'l. Apt)
seumwEsT

Arrive: 11:15 PM MDW-Chicago, IL (USA) (Midway Apt) R

Southwest Frequent Flyer #: = Special Requests Thu 10/22/2009 SEAT:

I--Pteaie Select-- j

3073

—a- Depart: 06:40 AM WMDW-Chicage, IL (USA) (Midway Apt)
SomwesT

Arrive: 09:25 AM  |AD-Washington, DC (USA) (Dulles Apt) R X
Southwest Frequent Flysr 2 = Special Regue: Fri 10/23/2009 SEAT:
1410 I --Please Select-- j
*Type: (Required) | Comm Air (Indiv Bil) |+ Method of Reimbursement: | GOVCC
Rental Car Payment Summary: Add Mew Rental Car
5661.95 Estimated Total Cost (Including Taxes & Fees) Weekly Rate: 5119.00 Wiew Rental Car Details
EWTERPRISE
E DEM - Denver Intl Apt, CO (United States i Pick-up Date: Drop-off Date:
= Frequent Renter % T e Fri10/02/2009 | Thu 10/22/2009 208! |Change
Type: ’ i
. Method of Reimbursement: GOVCC
{Required)
Lodging Payment Summary: Add New Lodging

/09 - 10/23/09

Reservation Skipped:  DEMVER, CO

Rail Payment Summary:

Other Ticketed Transportation:

Change TDY Location Save and Continue

Figure 2-60: Trip Summary Screen — Payment Information

Note: A traveler can use the tabs on the subnavigation bar to add a reservation that was not indicated
on the Trip Overview screen. This can be done at any time during the process.
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2.6.7.1 Payment Information

The text and objects that display on this screen depend upon the reservations in the authoriza-
tion. The italicized items in the following lists identify links, drop-down lists, and other items
on which a traveler may perform an action.

The Air Travel Payment Summary displays the following:

» Add New Flight. Link that may be used to access the Air Travel screen and add another
flight to the trip

» Total airfare cost

* View Flight Details. Link that opens a window that shows details about the flights on this
itinerary. Allows changes to some of the same details that can be changed in the Payment
Information section e.g., seat selection changes and access to the Special Requests screen

» Cancel. Link that may be used to initiate cancellation of the flight reservation

» Change. Link that may be used to begin a search for a different flight

« Airline name and flight number

» Departure and arrival times

» Field in which frequent flyer numbers may be entered

» Special Requests. Link that may be used to open a window in which special meal requests
and certain accessibility and baggage requests can be entered

e Departure and return dates

»  Seat number (if selected)

* Type. Drop-down list from which to select the method of reimbursement for the flights

» CBA Label

e CBA Account (last four digits)

The Rental Car Payment Summary displays the following:

* Add New Rental Car. Link that may be used to access the Rental Car screen and add
another rental car for the trip

» Estimated rental car cost

e Daily rate

» View Rental Car Details. Link that opens a window that shows details about the rental car
for this itinerary. Allows changes to some of the same details that can be changed in the
Payment Information section and access to the Special Requests screen

* Rental car company name

e Field in which loyalty program numbers may be entered for the rental car company

» Special Requests. Link that may be used to open a window in which special equipment
requests and smoking preferences, as well as other information can be entered.

» Pick-up date and time

» Drop-off date and time

» Cancel. Link that may be used to initiate cancellation of the rental car reservation

» Change. Link that may be used to begin a search for a different rental car

e Type. Drop-down list from which to select the method of reimbursement for the rental car
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The Lodging Payment Summary displays the following:

* Add New Lodging. Link that may be used to access the Lodging screen and add another
hotel for the TDY trip

» Estimated lodging cost

* Rate per night

» View Lodging Details. Link that opens a window that provides information about the
hotel. Allows changes to some of the same details that can be changed in the Payment
Information section, e.g., room selection changes, view additional hotel information, and
access the Special Requests screen

» Hotel name

» Field in which loyalty program numbers may be entered for the hotel brand

» Special Requests. Link that may be used to open a window in which special accommoda-
tion requests and smoking preferences, as well as other information can be entered

*  Check-in date

» Check-out date

» Cancel. Link that may be used to initiate cancellation of the lodging reservation

» Change. Link that may be used to begin a search for different lodging

e Type. Drop-down list from which to select the method of reimbursement for the lodging

To see details for a reservation, select View <reservation type> Details on the right side of
the screen in the corresponding row that contains the reservation cost information (Figure 2-
60). A screen opens and details for the selected reservation display (Figure 2-61). The links
and objects on this screen may be used to make certain changes such as Frequent Flyer number
and payment type. The Special Requests screens may be accessed through the link on each
type of View <Reservation Type> Details screen.
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Logged In As:  ERIC T CARSON Document Name: ECDENVERCO100209_AD1 5creen 1Dz 1204.1
Traveler Mame: ERIC T CARSON Document Type: Authorization S
% Defense Travel System Itine|'a|wﬁxpenses Accounting  Additional Options  Review/Sien
A New Era of Government Travel
[ rETURN TO LiST | air  Rail  RentalCar  Lodging  Other Transportation INIREIND

Rental Car Details: Add New Rental Car
$661.95 Estimated Total Cost (Including Taxes & Fees) Cancel Change
ENTERPRISE Frequent Renter: I
DEN - D - Intl Apt, CO (United Save t il
Pick-up: enver IntlApt COUMEED 1 ot 11:00 AR On Fri 02-0ct-09 save to profile:
States
DEH - Denver Intl Apt, CO (United Payment Type: -
Drop-off: AL 07:30 PM On Thu 22-0ct-09 . GOVCC
rope States i ¢ (*Required) I ’ j
- . . S Nethod of
Class: Economy Car, Automatic, Air Conditioning .
Reimbursement:
Rate ¢ 5119.00, Extra Day 523.92, Extra Hour 57.98, Unlimited
Information: ters, Estimated Total Cost 5661.95

Rental rate shown does not include the Government Administrative
Supplemental Fee of 55 per day.
Confirmation

ABCD1234678- CTO Notes (Read Only):
Mumber:

Return To Payment Information | Save Car Details |

Figure 2-61: View Rental Car Details Screen

If changes were made on this screen, select the button at the bottom of the screen that will save
the changed details. If there are no changes, select Return to Payment Information. The
Payment Information section of the Trip Summary Screen opens (Figure 2-60).

The screen displays headings for other reservations (e.g., Rail Payment Summary and Other
Transportation), even if they are not included in the authorization. Each heading includes a
link that may be used to add the reservation. DTS opens the Rail or Other Trans. screen to
initiate the reservation process as described in the corresponding section of this manual.

After reviewing each summary, scroll to the bottom of the screen and select Save and Con-
tinue.
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2.6.7.2 Final Trip Itinerary

The Final Trip Itinerary opens after Save and Continue is selected (Figure 2-62). The Final

Trip Itinerary tab may also be selected to view this screen.

Togged In A5 CHIG

Document Name: CLDENVERCOTO0Z05_AT Screen 10 12001

Traveler Name: ERIC T CARS

% Defense Travel System

A New Era of Government Travel

| RETURN TO LIST

N Decument Type: Authorization

Iﬁnel'alnypenses Accounting  Additional Options  Review/Sign

Print this Itinerary

Email this Itinerary

Travel / TDY Information:
AA-ROUTIME TOY /TAD
SITE

Trip Description:

Location - 1 DEMVER,CO Time Zon

02-Oct-09
Air:
Southwest - Flight: 886

miles kilos

22-Oct-09
Air:

Southwest - Flight: 3073
08:00 PM DEM-Denver, CO (USA)
(Denver Intl. Apt)

11:15 PM MDW-Chicago, IL (USA)

5

iMidway Apt)

Southwest - Flight: 1410

06:40 AM MDW-Chicage, IL (USA)

¥ ApLY
09:25 AM |AD-Washington, DC (USA)
(Dulles Apt)

Payment Information | Final Trip Itinerary

DTS Detailed Travel ltinerary for ERIC T CARSON

07:05 AM |AD-Washington, OC (USA) Depart: Elapsed Travel Time: Seat: Ajr Confirmation: 123456
(Dulles Apt) Fri 02-Oct-09 1h 50min
07:55 AM MDW-Chicage, IL (USA) Arrive: Lay-over Time:
(Midway Apt) Fri 02-0ct-09 1h Smin
Southwest - Flight: 2494
09:00 AM MDW-Chicage, IL Depart: Elapsed Travel Time: Seat: Air Confirmation: 123456
i t) Fri 02-0ct-09 2h 35min Frequent
10:35 AM DEN-Denver, CO (USA} Arrive: Special Res
(Denver Intl. Apt) Fri 02-Oct-09
Car:
ENTERFPRISE
IntlApt,  Pick-Up: 10/02/09 Drop-off: 10/22/09 Class: Car Confirmation: ABCD1234678-
Time: 11:00 AM Time: 07:30 PM Econcmy Car
Weekly 5119 3.92, Extra Hour 57.98, Unlimited

DTS5 Document Hame ECDENVERCO100209_A01
DT5 / CTO Confirmation: 0BAWVHNX
{Please Reference this number when contacting the CTO.)

Depart: Elapsed Travel Time: Seat: Ajr Confirmation: 123456
Thu 22-0ct-09 2h 13min

Arrive: Lay-over Time:

Thu 22-0ct-09 7h 23min

Depart: Elapsed Travel Time: Seat: Air Confirmation: 123456
Fri 23-0ct-09 1h 45min Frequent

Arrive: Special Res

Fri 23-0ct-09

Proceed to the following page:

Figure 2-62: Trip Summary Screen - Final Trip Itinerary
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Page 2-88

Review the information on this screen carefully. It contains the DTS document name and the
DTS/ CTO Confirmation Number.

2.6.7.3 E-mail and Print the Trip Itinerary
In the top right corner of the Trip Summary screens there are two links that may be used to e-

mail the itinerary and print the itinerary. To print the itinerary, select Print this Itinerary, then
follow the instructions in the browser pop-up window.
Follow the below steps to e-mail the itinerary:

1. Select E-mail this Itinerary.

The E-mail Itinerary Details window opens (Figure 2-63).

=
Please add/change recipients jone recipient per line) and add comments joptional).
T eric.carsonfdtmo.pentagon.mil ;I
=
c =
=
Comments: =]
=
Cancel | Send Email
-
4 | »

Figure 2-63: E-mail Itinerary Details Window

The To: field defaults to the e-mail address in the traveler’s personal profile.
2. (Optional) Update the information in the To: field.

One or more e-mail addresses may be added below the default or the default may be replaced
with a different e-mail address.

3. (Optional) Enter an additional e-mail address for DTS to send the itinerary in the CC:
field.

4. (Optional) Complete the Comments field with any comments for the e-mail recipients.
5. Select Send E-mail.

DTS sends the itinerary and comments to all valid e-mail addresses entered.
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2.6.8 Full CTO Assistance Request

Travelers may use the Full CTO Assistance Request button to request assistance with the entire itiner-
ary instead of selecting reservations by using the Travel feature.

After selecting the Full CTO Assistance Request from the Trip Overview screen (Figure 2-28), a pop-
up message informs the traveler that this option requires manual intervention from the CTO and an
additional fee will be charged (Figure 2-64).

Windows Internet Explorel 1[

\‘_?/ Selecting this option will require manual intervention by vour Commercial Travel Office. & fee of up to $21.59 will be assessed to this travel order.

oK | Cancel I

Figure 2-64: Manual Intervention Message

1. Select OK.
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2. Add or modify text in the Comments fields, if necessary (Figure 2-65).

Logged In As: ERIC T CARSON Document Name: ECCOLORADOSPROB1609_AD screen ID: (
Traveter Mame: ERIC T CARSON Document Type: Authorization

Defense Travel System

HenEractcoemmentie! S

Selecting this option will require manual intervention by yvour Commercial Travel Office. A fee of up to 521.59 will be assessed to
this travel order.

een contains pre-populated infermation fram the traveler's itinerary. You can now add or modify comments to help the CTO
s of the traveler.

nd the reservation ne

RES: MAMASSAS, VA - COLORADO SPRINGS, CO departing 08/16/2009 at 06:30AM

CTO Comments - Air

If neces: ditional comments to the CTO:

from RES: MANASSAS, VA to =

lease assist traw
CCLCRADC SPRINGS, CO

COLORADO SPRINGS, CO - RES: MAMASSAS, VA departing 08/22/2009 at 07:30AM

CTO Comments - Air

If n the CTO:
; blease assist traveler h alr reservations: from COLORADC SPRINGS, CC to R
MRNASSRS, VR 02/22/200%2 at FACY

ry, add additional commer

i
w
L

COLORADO SPRINGS, CO 08/16/2009 - 08/22/2009

CTO Comments - Car

car reservations: compact car for COLORADO d

COLORADO SPRINGS, CO 08/16/2009 - 08/22/2009

CTO Comments - Hotel

Please provide in the box below any additional information the CTO may need, such as hotel name or zip code:

h lodging reservations: COLCORADC SPRINGS, CCO from ;I

Cancel CTO Assistance | send Comments to CTO

Figure 2-65: Full CTO Assistance Request Comment Windows
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3. Select Send Comments to CTO. Selecting Cancel CTO Assistance will return to the Trip
Overview screen.

If Send Comments to CTO was selected, the TSA Secure Flight Information screen will display.

4. Enter or update data.

5. (Optional) Check the Save changes to permanent traveler information box to save information
to the document and the user/traveler profile. If not selected, this information will save in the

document only.

6. Select Save TSA Information.
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2.7 Expenses

The Expenses module in DTS allows travelers to record mileage and non-mileage expenses, as well as edit
per diem entitlements. Before travel, expenses are estimated and entered by date to get an accurate “should
cost” estimate for the trip. After travel, expenses are updated with the actual costs if changes are needed.

2.7.1 Non-Mileage Expenses

Non-mileage expenses may be selected from a list or entered manually on the screen. To access the
Non-Mileage Expenses screen in DTS, select Expenses on the navigation bar. The Non-Mileage
Expense screen opens (Figure 2-66).
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Logged In As:  ERIC T CARSON Decument Mame: ECEUCKLEYAFECOBO7O9_ADT 5creen ID: 1037.1
Traveler Mame: ERIC T CARSOM Document Type: Authorization
% Defense Travel SVStem Itinerary Trave@(muming Additional Options  Review/Sign
A New Era of Government Travel
RETURN TO LIST Non-Mileage JVNERRE Per Diem Entitlements Substantiating Records
Us: to enter non-mileage expenses for your t or, if you cannot find the appropriate
£xpen er a description in ko provi 5 he travel document.
Remin re a reimbursable expense to the traveler when th are charged to your Individual Government
Travel Charge Card (IBA).
Leave: 07-Aug-0% Return: 21-Aug-0%
Mon-Mileage Expense #1
Select Expens: j
s / currency calculator
[E=
Netl
Reimburs j
Non-Mileage Expense #2
Select E\psnse_yps:l j
“OR I tails / currency calculator
[E=
Method of
Reimbursement: 1 j
Non-Mileage Expense #3
Select E'(pense"_epe:l j
_OR I s { currency calculator
[E=
Method of
Reimbursement: 1 j
Non-Mileage Expense #4
Select E'<p5n5=_'epe:| j
_OR I ils / currency calculator
=l
[~
Non-Mileage Expense #3
Select E'(pense_ype:l j
_OR I s / currency calculator
=
Method
Reimbursement: j

Figure 2-66: Non-Mileage Expenses Screen
Follow the below steps to enter non-mileage expenses:

1. Select the Select Expense Type drop-down list arrow and select the type of expense. If the
expense type is not listed, enter the type in the -OR- field below the drop-down list.
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The Method of Reimbursement field populates automatically, based on the selected Expense Type.
Changes can be made, if necessary.

2. Complete the Cost field with the amount of the expense.

3. Complete the Date field with the date on which the expense was or will be incurred. Use the
calendar icon if necessary.

4. (Optional) Select view expense details/currency calculator (Figure 2-66) to view cost options or
to convert a foreign currency into a U.S. dollar amount (Figure 2-67).

Defense Travel System

HeEmettoennentier S

Use this screen to edit the expense details.

Dol mandates split disbursement for transportaticn, lodging and rental car
expenses. Click here for memorandum

Cost Options

Expense Type: LALMEDRY /DRY CLEAMING
Expense Cost: 22.11

Reimbursable: ~

Expense Category: OTHER ||

Method of Reimbursement: IFerzonal

Foreign Currency Calculator

Foreign Currency: |34.56
Exchange Rate: |1-553| {Foreign Units/US 5)

Reverse Exchange Rate
If the expense cost deesn't appear to be correct, then try using the following
exchange rate:

0.63979526585 (U5 S/Faoreign Units)

Figure 2-67: Expense Details and Currency Calculator Screen
a. Complete the Foreign Currency field with the amount of the foreign money spent in its units.

b. Complete the Exchange Rate field with the official exchange rate for the date on which the
currency was spent.
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The screen refreshes. The amount displayed in the Reverse Exchange Rate box shows that 1 foreign
unit is equal to .6397952655 U.S. dollars. DTS multiplies the amount of foreign money by the rate to
fill the Expense Cost field.
c. Select Save to enter the calculated amount into the Non-Mileage Expenses screen Cost field.
-OR-
Select Return to return to the Non-Mileage Expenses screen.
5. Repeat Steps 2 through 4 until all expenses are entered.

Note: Up to five expenses may be entered on the initial expenses screen before saving. Additional
expenses can be entered and saved one at a time.

6. Select Save Expenses. Changes will not be saved unless this button is selected.
7. Enter additional expenses one at a time.

8. Select Save Expense.

2.7.2 Mileage Expenses

The Mileage Expenses screen allows travelers to enter expenses incurred for the use of different modes
of transportation and the mileage used for the trip. DTS uses the mileage that is entered and the current
rate of reimbursement to calculate mileage expenses. Use the steps listed below to enter mileage
expenses in DTS:

1. Select Expenses from the navigation bar.

2. Select Mileage from the subnavigation bar.

The Mileage Expenses screen opens (Figure 2-68). The Mileage Expense types are described in
Table 2-4.
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Logged In As: ERIC T CARSON Document Mame: ECBUCKLEYAFBCOBOTOS_AD1 Screen ID: 10534.1
Traveler Mame: ERIC T CARSON Document Type: Authorization
ﬁ Defense Travel System Itinerary TraveMccouming Additional Options Review/Sign
A New Era of Government Travel
ileage m Per Diem Entitlements Substs ing Records

Use this screen to enter mileage expenses for your trip. Click on the "Save Expenses” button to save these expenses.

Leave: 07-Aug-09 Return: 21-Aug-09%
Mileage Expense #1

Expense Typs: | Date: [o8/21/2009 =
(mm/ dd/yyyy)
Method of Reimbursement: I Please Select -- j

Miles I x Rate = Cost 5

Mileage Expense #2

Expense Type: | Date: [08/21/2009 =
(mmJ dd/yywy)
Method of Reimbursement: I Flease Select -- ﬂ

Miles I x Rate = Cost 3

Figure 2-68: Mileage Expenses Screen
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Table 2-4: Mileage Expense Types

MILEAGE EXPENSE TYPES

EXPENSE TYPE

DESCRIPTION

POC Use — Dedicated
Gov Veh

A privately owned conveyance (POC) is used for traveler's convenience instead of an
available Government vehicle dedicated for the traveler's use, such as a com-
mander’s car.*

POC Use — Gov Vehicle
Avalil

A POC is used for traveler's convenience instead of an available Government vehicle.
Example: A fleet of vehicles has been procured for the traveler's use and one of the
vehicles is available, but the traveler uses a POC.*

Private Plane

A private plane is used for TDY travel.

Pvt Auto-In/Around

A privately owned vehicle is used for official business while at the TDY location.

Pvt Auto-TDY/TAD

A POC is used for travel from the traveler’'s duty station or residence to and from the
TDY location. When selected, miles cannot be entered. Instead, use of the Defense
Table of Official Distances (DTOD) is mandatory.

Pvt Auto-Terminal

A POC is used for travel from the traveler’s duty station or residence to and from the
airport.

Pvt Motorcycle-In/Around

A privately owned motorcycle is used for official business while at the TDY location.

Pvt Motorcycle-TDY/TAD

A privately owned motorcycle is used for travel from the traveler’s duty station or resi-
dence to and from the TDY location. When selected, miles cannot be entered.
Instead, use of the DTOD is mandatory.

Pvt Motorcycle-Terminal

A privately owned motorcycle is used for travel from the traveler’s duty station or resi-
dence to and from the airport.

*No POC reimbursement is allowed if an available Government vehicle was used by other travelers to complete the
TDY mission and space was available for the traveler, but the traveler chose to use a POC for personal conve-

nience.

3. Select the Expense Type drop-down list and select the type of expense.

4. Enter the Date of the expense. Use the calendar icon if necessary.

5. The Method of Reimbursement field populates automatically, based on the selected Expense Type.
The only Method of Reimbursement available in Mileage Expenses is Personal.

6. Enter the number of miles in the Miles field.

a. If Pvt Auto-TDY/TAD or Pvt Motorcycle-TDY/TAD was selected in the Expense Type
drop-down list, mileage cannot be entered. Select DoD Table of Distances to calculate mile-
age and receive an estimated cost for the expense.

b. Check the Create a separate expense for return trip mileage box, if appropriate (Figure 2-

69).
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@ Defense Travel System Itinerary Trave@ﬁu:ounti ng AdditionalOptions  Rewiew/Sign
A New Era of Government Travel
MNon-Mileage JNNEEEPP Per Diem Entitlements  Substantiating Records

Use this screen to enter mileage expenses for your trip. Click on the "Save Expenses” button to save these expenses.
Leave: 16-Jun-10 Return: 26-Jun-10

Mileage Expense #1

* Expense Type: | Pyt Auto-TDY/TAD |

-

* Method of Reimbursement : IFel'sonal j

Miles required to be obtained from Defense Table of Distances
DoD Table of Distances

From: 20190 Reston, VA

o: 23507 Morfalk, VA

* Miles |202.0 x Rate 0.5 = Cost 5  101.00

Create separate mileage expense for return trip mileags: v

Figure 2-69: TDY/TAD Mileage Expense Screen

7. Select Save Expenses.

Select OK to the message stating that a Constructive Travel Cost-Comparison Worksheet may
need to be completed (Figure 2-70).

Windows Internet Explorer x|
@ You hawve selected a transportation mode that may require a Constructive Travel Cost-Comparisan Worksheet o be completed and included with the document wvia Fax or
\_S‘/ scanming. The Worksheet is located at http:f fvawe, defensetravel. dod. milfensttvlf or within DTS under ReviewSign=Pre-audit,

Do you wish ko conkinue?

oK | Cancel I

Figure 2-70: Pop-up Requiring Constructive Travel Cost-Comparison Worksheet
Repeat Steps 2 through 6 for the next mileage expense if necessary
9. Enter additional expenses one at a time.
10. Select Save Expense.

2.7.2.1 Defense Table of Official Distances

Use of the DTOD is required when driving to a TDY location outside the local travel limits. It

is not used for local travel or for any form of personal travel. Follow the below steps to calcu-
late mileage by using the DTOD:
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1. Select the DoD Table of Distances link below the Method of Reimbursement field (Fig-
ure 2-69).

The DoD Table of Official Distances (DTOD) screen opens (Figure 2-71).

Logged In As: ERIC T CARSON Document Mame: ECBUCKLEYAFBCOBOTOO_AD1 screen ID: 1020.1
Traveler Mame: ERIC T CARSON Document Type: Authorization =
% Defense Travel Syslem Itinerary Trave@ccounling Additional Options  Review/Sign
A New Era of Government Travel
RETURN TO LIST Non-Mileage Per Diem Entitlements  Substantiating Records

Use DTOD to calculate mileage when traveling te a location using a persenally

owned veh (POV). Enter (or search for) a starting and ending location

{city an country and/or county) to calculate the miles for this mileage

;-’—'-cp::—nsc—. Use the Ocenus check box to indicate Ocenus/Coenus.
Traveling From:
Please Mote: ARed Star (* ) indicates a figld is required.
Oconus: I

City: I
State/Country: l— » Lookup State and Country Codes

County: I

Search |

Traveling To:

Oconus: —
City: I
State/Country: I » Lookup State and Country Codes

County: I

Search |

Use this section to calculate the mileage for the locations entered above. The
Traveling From™ and "Traveling To" informaticn (above) is required for the
calculation to work properly.

Calculate Total:

Calculate Mieage | Total Miles: 0

Cancel | Save Total and Continue |

Figure 2-71: DoD Table of Official Distances (DTOD) Screen

2. Check the OCONUS box if the city that will be entered in the Traveling From section is in

a location that is not a U.S. state or territory. (DTOD will only find a foreign location if
this box is checked.)
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3. Complete the City field with the name of the city that is the starting point from which the
mileage will be calculated.

4. Complete the State/Country field and County field (optional). Select the Lookup State
and Country Codes link if help is needed.

5. Select Search to view a list of locations associated with the city entered in the Traveling
From section.

6. Choose Select next to the correct location.

7. Use the above steps to complete the Traveling To section.
8. Select Calculate Mileage.

9. Select Save Total and Continue.

The Mileage Expenses screen opens (Figure 2-69). The cost is calculated in the box on the
right side of the screen.

10. Select Save Expenses to save the mileage expense.

2.7.3 Per Diem Entitlements

The Per Diem Entitlements screen permits a traveler to edit a document by changing per diem entitle-
ments for lodging, duty conditions, meals, and leave.

To access the Per Diem Entitlements feature, select Expenses from the navigation bar. Select Per Diem
Entitlements from the subnavigation bar. The Per Diem Entitlements screen opens (Figure 2-72). This
screen shows the amount to be reimbursed for each date and location of travel. The information on the
screen results from the TDY location selected on the Trip Overview screen and accommodations
selected in the Lodging screen. See Table 2-5 for Per Diem Entitlements definitions.

Note: The GSA State Tax Exemption Listing link allows a traveler to access and print a tax-exempt
form for the location where travel will occur.
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% Defense Travel System Itinerary Tl'avewﬁozounting Additional Options  Review/Sign
A New Era of Government Travel
Mon-Mileage  Mileage JATTENTIRDINCINEREP Substantiating

Following is a list of per diem allowances for lodging and meals/incidentals for each day of your trip. The "edit” link allows you te change the
infermation (e.g., duty conditions, meals provided, etc.) for a specific date or date rangs. The "reset” link changes the per diem information
to the default rates for that date and location.

G5A State Tax Exemption Listing

Date Location Edit Reset Ldg Cost Ldg Alowed | M&IE Allowed | Per DiemRate | Code B | L D | Qtrs
S147.00 553.2
9/12/10 | SAM DIEGO,CA = Edit » RBeset 5147.00 14 53.25 147471 MOME
- Personal Personal
09/13/10 | SAN DIEGD,CA »Edit | ¥ Reset $147.00 SIFALL SIALL 147 /71 | NONE
- Personal Personal
o . S147.00 S71.00 )
09/14/10 | SAM DIEGO,CA = Edit ¥ Reset 514700 1470 71 HOME
- Personal Personal
S147.00 571.00
09/15/10  SAMN DIEGOD,CA » Edit > Reset 5147.00 14747 HOME
- Personal Personal
ey . 5147.00 S7T1.00 ,
09416410 | SAN DIEGO,CA » Edit * Reset 5147.00 147 471 NOME
- Personal Personal
S147.00 $71.00
09417410 | SAM DIEGO,CA » Edit > Reset 5147.00 147471 HOME
- Personal Personal
R . o an 50.00 $53.25 )
9/18/10 | 5AN DIEGO,CA » Edit * Reset 50,00 14747 NONE
- Personal Personal
Reset Al | Edit Al |

Figure 2-72: Per Diem Entitlements Screen

Table 2-5: Per Diem Entitlements Definitions

PER DIEM ENTITLEMENTS DEFINITIONS

PER DIEM ENTITLE- DEFINITION
MENT
Lodging Cost Amount charged by the selected hotel for nightly lodging. This amount can be changed if
the traveler is using Government quarters or claiming actual lodging costs.
Lodging Allowed Maximum per diem allowed for the selected TDY location for nightly lodging.
M&IE Amount allowed for meals and incidental expenses for the TDY location selected. Travel-

ers receive 75% of the M&IE per diem for the first and last days of TDY travel.

Code Code that displays if duty conditions or if meals provided have been selected for the trav-
eler. Other causes include a traveler taking leave or receiving an OCONUS incidental
expense rate.

B,L,D Letter(s) that displays if breakfast, lunch, or dinner is to be eaten at the military dining
facility or will otherwise be provided to the traveler.
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Table 2-5: Per Diem Entitlements Definitions (continued)

PER DIEM ENTITLEMENTS DEFINITIONS

PER DIEM ENTITLE- DEFINITION
MENT

Qtrs Abbreviation that displays if quarters exist at the military destination selected. Lodging
cost for military installations defaults to $0 per night. The lodging cost entry must be
updated to match the cost of quarters per night. (Reservations for quarters must be made
outside of DTS.)

2.7.3.1 Update Per Diem Entitlements — Lodging
Follow the below steps to update per diem entitlements for lodging:

1. Select Expenses from the navigation bar.

The Non-Mileage Expenses screen opens by default.

2. Select Per Diem Entitlements from the subnavigation bar.

The Per Diem Entitlements screen opens (Figure 2-72).

3. Select Edit next to the date to be changed.
-SC;IF;;:t Edit All to edit per diem entitlements on all TDY dates at the same time.
Warning: Only use the Edit All function when Meals Available (for a military site) and
other edits have not already been made. This feature resets any Meals Available that have
been selected to Full Meals and clears all other edits.

The Edit All button enables the user to edit the per diem rate for a specific date or date range.

The Per Diem Entitlements Details screen opens (Figure 2-73). Fields displayed here may be
used to update the per diem entitlements for the trip.
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o

RETURN TO LIST Non-Mileage  Mileage Per Diem Entitlements Substantiating Records
‘You may apply changes on this screen to a certain date or range of dates by medifying the "Values Apply Through® date. If required to change

the dist

Location:
Values Apply From Date:

Values Apply Through:

Per Diem Rates

ts are total for all travelers. You may change your lodging costs below. Use the "View Expense Details

Lost

expense details such as payment method, reimburseable, etc.

Per Diem Rate: ISE [ 44
Lodging: SIEB-DD = view expense details / currency calculator
MEIE: gl—'— 00 = view expense details / currency calculator

Defense Travel System
A New Era of Government Travel

Itinerary Trave@ccounﬁng Additional Options Review/Sign

bution to travele stribution methed selection list to change the distribution method. Then, select the "distribute cost”

{ Currency Calculator” link for

Figure 2-73: Per Diem Entitlements Detail Screen - Lodging Section

7.

Complete the Values Apply Through field if changes are for multiple days in a row.
Update the Lodging field if the cost differs from the amount shown.

(Optional) Select view expense details/ currency calculator to view expense options or
to convert a foreign currency into a U.S. dollar amount and select Save.

Select Save These Entitlements.

2.7.3.2 Update Per Diem Entitlements — Duty Conditions
Follow the below steps to update per diem entitlements for duty conditions:

1.

Select Per Diem Entitlements from the subnavigation bar.

The Per Diem Entitlements screen opens.

2.

Select Edit next to the date to be changed.
-OR-
Select Edit All to edit per diem entitlements on all TDY dates at the same time.

The Per Diem Entitlements Details screen opens. It displays fields that may be edited to update
per diem entitlements for duty conditions.

3.

DTS Release 1.7.8.0, Document Processing Manual, Version 1.3.29, Updated 7/16/10

Enter the date in Values Apply Through if changes are for multiple days in a row.

Page 2-103

This document is controlled and maintained on the www.defensetravel.dod.mil Web site. Printed copies may be obsolete.

Please check revision currency on the Web prior to use.



Chapter 2: Temporary Duty (TDY) Authorizations

4. Select the Duty Conditions that apply to the TDY travel (Figure 2-74).

CDuty Conditions

Check all of the following that apply:

[T Fisld Congitions

[ s rse Effects/Commercial Quarters
™ ina Duty Training (Local Commuting Arsa)

(| Group Travel
|- Essential Unit Messing

[T aboard u.5. vessel

[ suthorized Trip Home

Select one of the following:

2

Hene
Annual Training (Quarters and Meals Available)
Annual Training (Quarters Available/Meals Mot Available)

Annual Training (Commercial Quarters)

i

tive Duty Training (Quarters and Meals Available)

}

tive Duty Training (Quarters Available/Meals Mot Available)

A
A

Active Duty Training (Commercial Quarters)
Inactive Duty Training Men-Local Commuting Area (Quarters and Meals Available)

Inactive Cuty Training Mon-Local Commuting Area{Quarters Available/Meals Mot Available)

= TN T TS e TS TS T TS

Inactive Duty Training Nen-Local Commuting Area (Commercial Quariters)

Figure 2-74: Per Diem Entitlements Details Screen - Duty Conditions Section
5. Select Save These Entitlements.
If Annual Training, Active Duty Training, or Inactive Training duty conditions is selected, the

traveler must still select the lodging and meals conditions that apply. The screen does not
refresh and populate the values. See Table 2-6 for definitions of the duty conditions.
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Table 2-6: Per Diem Entitlements for Duty Conditions

PER DIEM ENTITLEMENTS FOR DUTY CONDITIONS

DUTY CONDITION DESCRIPTION DTS FUNCTIONALITY CODE
Traveler is serving with troops on maneuvers,
Field Conditions f!eld exgrmsgs, or similar operatlons; receives Sets the lodging and M&IE FDLC
field rations; and is quartered in accommodations | to $0.
associated with field exercises.
Adverse Eﬁects/ Traveler is authorized or ordered to evacuate the Sets the Iodglng and M&IE
Commercial Quar- PDS to full per diem. ADEF
ters '
Inactive Duty Train- S . .
. No per diem is payable to a member commuting Sets lodging and M&IE to
ing (Local Commut- . S INDT
. daily to Annual Training (AT). $0.
ing Area)
Travel is issued in the DoD'’s interest but volun-
Permissive TDY ta_Lry (perm|SS|ye) in nature. The traveler is flna_m- Sets lodging and M&IE to PTDY
cially responsible for all travel and transportation $0.
expenses.
. Per diem is not allowed while an employee is Sets lodging and M&IE to
Hospital Stay confined to a hospital or medical facility. $0. HOSP
Sets lodging to $55 and
M&IE to full per diem. User
Quarters Available _Governr_nent lodging is available at the military shou_ld_ set mfa_al rate_bast_ad ORTS
installation on dining facility availability
which is typically set at Gov-
ernment Meal Rate (GMR).
SeV(_eraI individuals trav_ellng togethe_r; typically all Sets lodging to $0 and M&IE
Group Travel lodging and transportation expense items are ) - GRPT
. is set to the full per diem.
provided.
Annual Training .
(Quarters and Meals | Per diem is payable for AT. Sets Iodglng and MEIE to TRN
- full per diem.
Available)
Government lodging and use of Government S_ets lodging field to full per
. . . . - . diem and sets M&IE to $3
Essential Unit Mess- | meals is essential for training and readiness. The
. . . o . . per day except on travel EUM
ing traveler is paid the incidental portion of the daily . .
M&IE rate days (continental United
' States [CONUS] travel only).
Aboard U.S. Vessel Traveler is not paid per diem while aboard a U.S. Checked box displays
vessel screen alert. Select OK.
’ Lodging and M&IE sets to
$0.
VSSL
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Table 2-6: Per Diem Entitlements for Duty Conditions (continued)

PER DIEM ENTITLEMENTS FOR DUTY CONDITIONS

DUTY CONDITION DESCRIPTION DTS FUNCTIONALITY CODE
Sets lodging to $0 except for
. . o . the return travel day. Sets
Authorized Trip The authorization allows the employee a trip M&IE to $0 except for 75% HOME
Home home every 3 weeks. g
for the first and last travel
days to and from home.
Annual Training .
(Quarters Available- ﬁﬁlts é?%?g:ﬁ and MIE to ATQP
Meals Not Available) P ’
Annual Training .
ommercial Quar- ’
C ial O ﬁi;ﬁ:ﬁ and M&IE to ATCO
ters) '
Active Duty Training .
uarters and Meals :
0 d Meal ﬁjitsé?%?ér:g and M&IE to ADTQ
Available) P :
Active Duty Tr_alnlng Sets lodging and M&IE to
(Quarters Available- h d diti ided for i N ’ ATQP
Meals Not Available) These duty conditions are provided for impor full per diem.
export (I/E) partner systems. Other users can
. - select the duty condition and select the lodging
Active DUtY Training cost and meals manually. Automatic adjustment Sets lodging and M&IE to
(Commercial Quar- . . . ADT
ters) of lodging and M&IE is only made for I/E partner full per diem.
system documents. For all manual selections,
Inactive Duty Train- lodging and M&IE are set to full per diem and
ing Non-Local Com- must be adjusted by the user accordingly. Note: _
muting Area See Appendix F of the DTA Manual for details Sets lodging and M&IE to IDQM
(Quarters and Meals | Pertaining to M&IE for I/E Partner Systems. full per diem.
Available)
Inactive Duty Train-
ing Non-Local Com- Sets lodging and M&IE to
muting Area full ver diem IDTQ
(Quarters Available- P '
Meals Not Available)
Inactive Duty Train-
ing Non-Local Com- .
muting Area fSuTlts é?%?g;g and M&IE to IDTN
(Commercial Quar- P '
ters)
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2.7.3.3 Update Per Diem Entitlements — Meals
Follow the below steps to update per diem entitlements for meals:
1. Select Per Diem Entitlements on the subnavigation bar.
The Per Diem Entitlements screen opens.
2. Select Edit next to the date to be changed.
-OR-

Select Edit All to edit per diem entitlements on all TDY dates at the same time.

The Per Diem Entitlements screen refreshes. It displays fields that may be used to update the
per diem entitlements for the trip.

3. Enter the end date in the VValues Apply Through field, if changes are for multiple days in
a row (Figure 2-73).

4. Select the appropriate meal code radio button from the list on the left side of the screen
(Figure 2-75).

Meals

If you would like to make changss to meals, select the appropriate meal code and applicable meal(s) for this date or date range:
@ Ful Pate [T Breakfast

© Hected T Lunch

' Available [T Dinner

' Provided Cost: I: 00

€ Dccasional

e Special Rate

Figure 2-75: Per Diem Entitlements Screen - Meals Section
The Available and Provided meal codes reduce per diem entitlements. The Available meal
code will only compute when the TDY location is a military installation. See Table 2-7 for
definitions of the Per Diem Entitlement Selections for Meals.

5. Check the meal box(es) in the list on the right side of the screen, if applicable.
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6. Select Save These Entitlements.

Table 2-7: Per Diem Entitlements Selections for Meals

PER DIEM ENTITLEMENTS SELECTIONS FOR MEALS

MEAL PER DEFINITION
DIEM
ENTITLEMENTS
Full Rate The traveler is authorized commercial meal rate.
Elected The traveler voluntarily uses Government dining facilities (mess hall). This does not affect

M&IE computations. (Use when completing a voucher from authorization.)

Available DTS automatically checks the meals and quarters availability information associated with the
selected TDY location to determine if meals are available. The traveler's M&IE allowance is
reduced according to established meal deduction amounts. Check the Breakfast, Lunch and
Dinner boxes to specify which meals are available.

Provided The traveler's M&IE allowance is reduced according to established meal deduction amounts.
Check the Breakfast, Lunch and Dinner boxes to specify the provided meals.

Occasional Authorized at the discretion of the AO, occasional meals can be approved for trips that last
less than 12 hours. Enter the total amount in the Cost field.

Special Rate The AO may select Special Rate to set a special per diem rate. For example, Camp Roberts,
California is a location where a special rate applies because of the lodging and dining facility
contract at the installation.

Cost The AO may use the Cost field to set a per diem rate when Occasional or Special Rate meal
code is selected.
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2.7.3.4 Update Per Diem Entitlements - Other Per Diem Entitlements
Follow the below steps to update Other Per Diem Entitlements:

1. Select Per Diem Entitlements on the subnavigation bar.
The Per Diem Entitlements screen opens (Figure 2-72).

2. Select Edit next to the date to be changed.
-OR-
Select Edit All to edit per diem entitlements for all TDY dates at the same time.

The Per Diem Entitlements screen refreshes (Figure 2-73) and displays fields that may be used
to update the per diem entitlements for the trip. The Other Per Diem Entitlements section is in
the lower part of the screen (Figure 2-76). This screen allows a traveler to change the per diem
reimbursement by selecting a radio button.

Other Per Diem Entitlements

If you need to claim actuals for lodging, take leave, designate OCOMUS incidental amount, or indicate In Place, you may check the appropriate
box, Only one option may be applied to a specified date or the date range used for the "Walues Apply Through" Date,

[O] Ho Other Per Diem Entitlements

O Leave
Check here if you are taking leawe for the above date or date range.

O Sick Leave - Ho Per Diem
Check here if you are taking 5ick Leawe without Per Diem for the above date or date range.

® Sick Leave - Per Diem
Check here if you are taking Sick Leawve with Per Diem for the abowve date or date range.

C. Duty Dayis){Ho Per Diem)
Check here if you need to use Duty DayiMo Per Diem) for the above date or date range.

® Hon-Duty Dayi{s)
Check here if you need to use Mon-Duty Day for the abowve date or date range.

Authorized Delay
Check here if you need to use Authorized Delay for the above date or date range,

[ 8] Actual Lodging
Check here if you need to use Actual Lodging for the above date or date range.

OCONUS Incidental Amount - (Used to reduce the daily incidental rate to the minimum. )
Check here if your 40 determines the minimum default incidental rate applies for the above date or date range, instead
of the applicable locality rate included in the daily amount for Meals and Incidentals.,

In Place - (Used toincrease the MEIE amount to 100% on first ar last day of travel)
Check here if you are beginning or ending your travel at a TDYY location wice your permanent duty station,

Cancel These Entitlement Changes and Return | Save These Entitlements |

Figure 2-76: Per Diem Entitlements Screen -Other Per Diem Entitlements Section

Note: The Per Diem Entitlements screen shown in Figure 2-76 is for a civilian employee.
Military members will not be able to choose Sick Leave in the Other Per Diem Entitlements.

3. Enter the ending date in the Values Apply Through field if changes are for multiple days
in arow.
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4. In the Other Per Diem Requirements section select the appropriate radio button for the

Chapter 2: Temporary Duty (TDY) Authorizations

per diem date(s) as it applies.

5. Select Save These Entitlements.

See Table 2-8 for descriptions of the radio buttons.

Table 2-8: Per Diem Entitlement Selections for Other Per Diem Entitlements

PER DIEM ENTITLEMENT SELECTIONS FOR OTHER PER DIEM ENTITLEMENTS

OTHER PER DIEM
ENTITLEMENTS

DEFINITION

No Other Per Diem

This radio button is selected by default. If the traveler is not claiming any of

Entitlements the other per diem entitlements, then this radio button remains selected and
no entitlements are affected.
Leave Select if leave will be taken while on TDY. Military personnel use Annual

leave. Government employees choose either Annual or Other. Government
employees may enter the number of hours they wish to take. Note: The per
diem entitlements will be zeroed out for the selected date range unless a civil-
ian traveler is taking fewer than 8 hours leave.

Sick Leave - No Per
Diem

This option only displays for civilian Government employees. Select if the
employee is sick and is not authorized per diem.

Sick Leave - Per Diem

This option only displays for civilian Government employees. Select if the
employee is sick and is authorized full per diem.

Duty Day(s) (No Per
Diem)

This option only used only for military personnel. Select if the AO does not
approve the excess travel time as official (trip is extended beyond official
travel date) but leave should not be charged because the traveler returned on
a duty day. No per diem reimbursement is allowed and the day is not charged
as leave.

Non-Duty Day(s)

This option is only used for civilian Government employees. Select if the AO
does not approve the excess travel time as official, but leave should not be
charged because the traveler returned on a non-duty day. No per diem reim-
bursement is allowed and the day is not charged as leave. Example: The trav-
eler completes mission requirements on Friday and is supposed to return on
Saturday, but instead stays until Sunday. 75% reimbursement for travel
applies to Saturday and no per diem is paid on Sunday and no leave is taken.

Authorized Delay

Select for a particular date if the AO approves additional travel time as official
because the traveler is unavoidably delayed. Full reimbursement is allowed
for per diem entitlements.

Actual Lodging

Select if the lodging cost exceeds per diem lodging allowed. This selection
requests that the actual lodging costs be reimbursed instead of the per diem
lodging rate. After selecting Actual Lodging, the traveler must enter the
amount of the actual lodging costs in the Lodging field in the Per Diem Rates
section on this screen for each affected date and must justify the Actual Lodg-
ing flag on the Pre-Audit screen.
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Table 2-8: Per Diem Entitlement Selections for Other Per Diem Entitlements (continued)

PER DIEM ENTITLEMENT SELECTIONS FOR OTHER PER DIEM ENTITLEMENTS

OTHER PER DIEM DEFINITION
ENTITLEMENTS
OCONUS Incidental Select if the AO determines that the minimum incidental amount ($3.50 rate)
Amount is allowed rather than the Local Incidental Rate for the destination. This OCO-

NUS Incidental Amount should only be used when travel is outside the conti-
nental United States. This selection can be used in combination with the In
Place per diem entitlement.

In Place Select to allow the traveler to start or end an authorization or voucher in con-
junction with another authorization or voucher that has an adjacent date. If
used for the first or last day of the authorization with no other duty conditions,
it computes and pays full per diem and lodging for the per diem location. This
selection triggers an Other Authorization during the Review/Sign process.
When this Other Authorization triggers, the user must enter comments, such
as a TANUM, to associate the document with the other document.This selec-
tion can be used in combination with the OCONUS Incidental Amount per
diem entitlement.

2.7.3.5 Using Leave While on TDY

Although a traveler may be authorized to take leave while on TDY, DTS does not support res-
ervations for leisure travel. Personal charge cards are not supported as forms of payment for
travel reservations. Any travel reservations made in DTS should be for the official portion of
the travel only, as all costs entered into DTS will be reimbursable or non-reimbursable (CBA
or Government-provided) based on the expense and method of reimbursement.

The site should establish local procedures with the CTO to accomplish off-line booking and
payment for leisure travel, especially when official travel is charged to a CBA. The local pro-
cedures should focus on determining the reimbursable amount, manually entering the appro-
priate expenses in DTS, and attaching documentation.

If the traveler takes leave at the beginning, end, or in the middle of the TDY, no expenses or
per diem for lodging or M&IE will be paid for the leave day(s). The traveler is responsible for
their own expenses on the date(s) selected as leave, and will see an advisory notice on the Pre-
Audit Trip screen when signing the authorization.

Use local business rules to accomplish off-line booking and payment for leisure travel. The
local rules should explain how to determine the reimbursable amount, how to enter the appro-
priate expenses in DTS, and how to attach documentation.

Section 2.7.3.4 explains how to select leave dates on an authorization. Table 2-8 explains
when to select Leave, Non-Duty Day, or Duty Day.
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2.7.3.6 Per Diem Entitlements - International Date Line (IDL) Travel

The International Date Line (IDL) is an imaginary line along the 180th meridian. It is the point
at which each calendar day begins. When travel involves crossing the IDL, DTS uses the
actual elapsed travel time to compute per diem entitlements instead of calendar days. If travel
involves crossing the IDL, make sure that the correct time zone for the duty station is selected
in the traveler profile. Crossing the date line is noted in the Location column of the Per Diem
Entitlements screen (Figure 2-77). Table 2-9 explains how DTS treats per diem entitlements
for IDL travel.

Table 2-9: Per Diem Entitlements for IDL Travel

PER DIEM ENTITLEMENTS FOR IDL TRAVEL

IF THEN
Traveling Example Itinerary DTS
Calculates only one
travel day for per diem
Seattle to Tokyo entitlement.
Adds one day.
Westward Labels the_lt_)cation for
(IDL-W) Leave Seattle at 9 am on the added |t|ner_ary

Monday. Shows travel for Monday day as In Transit*.

Arrive Tokyo 2 pm on and Tuesday.

Tuesday. Does not pay per diem
for the In Transit loca-
tion.

Subtracts one day Adds an extra 75% to

Tokyo to Seattle ' M&IE on the travel

. . day.
Eastward Leave Tokyo at 3 pm on dsggz\:ﬁu?;“t\iﬁleume before
(IDL-E) Friday. '

Arrive Seattle at 7 am on

Friday. May show two hotel reser- Pays per diem for both

vations for the same day. hotels.

* In Transit displays on the Per Diem Entitlements screen as the location for the dates that fall between the start
date and the TDY arrival date.
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Chapter 2: Temporary Duty (TDY) Authorizations

% Defense Travel System

A New Era of Government Travel

RETI.IRH TO LIST

infermation (e.g.,
to the default rates for that date and location.

AState Tax Exempticn Listing

ty conditions, meals provided, etc

Itinerary Tl'aveanunting Additional Options  Rewview/Sign

Per Diem Entitlerments

Mon-Mile:

Date Location Edit Reset Ldg Cost
07711010 | TOKYO CITY,JPN + Edit * Reset 5236.00
07412110 ;?KYD CITY, JPA-IDL » Edit * Reset 5236.00
0713710 | TOKYD CITY,JPH = Edit » Reset 5236.00
0771410 | TOKYO CITY,JPN * Edit * Reset 5236.00
07/16/10 | TOKYOD CITY,JPH = Edit 5236.00
07/16/10 | TOKYOD CITY,JPH » Edit » Reset 5236.00
071710 ;E::;Ii CITY,JPN-IDL = Edit » Reset 50.00

Reset Al

Ldg Alowed
5236.00
Personal
5236.00
Personal
5236.00
Personal
5236.00
Personal
5236.00
Persaonal
5236.00
Personal

50,00

Personal

Edit Al

MEIE Alowed

5160.50
Personal

Personal
521400
Personal
5214.00
Personal
521400
Personal
5214.00
Personal
5374.50
Personal

Per Diem Rate

f214

214

F 214

214

F 214

214

671214

Following is a list of per diem alowances for lodging and mealsfincidentals for each day of your trip. The "edit” link allows you to changs the
.} fer a specific date or date range. The "reset” link changes the per diem infermation

Code

HNOME

MONE

MONE

HNOME

MONE

NONE

MONE

B|L|D| Qtrs

Figure 2-77: Per Diem Entitlements Screen (IDL Travel)
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2.7.4 Substantiating Records Imaging

Receipts and documentation of approval for first class travel are examples of substantiating records
that support reimbursement requests for certain expenses. DTS allows travelers to attach images of
these records to the travel document so that they can receive proper reimbursement.

Travelers attach the documents to the trip record by using either the fax method or the scan and upload
method. Although the Substantiating Records Imaging function is available for authorizations, receipts
will not be available until after the travel is complete.

The below fax and scan procedures are used in authorizations and vouchers for storing images of sub-
stantiating records.

2.7.4.1 Submit Substantiating Records by Fax
To fax substantiating records into DTS, follow the below steps:

1. Gather all supporting documents (as required by local policy).

2. Prepare small-paper receipts for faxing by taping them to an 8 1/2- by 11-inch sheet of
paper and making a photocopy.

Do not place small-paper receipts in a fax machine. Fax the photocopy, not the original small-
paper receipts.

3. Select Expenses from the navigation bar.
4. Select Substantiating Records from the subnavigation bar.

The Substantiating Records screen opens (Figure 2-78).
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Logged In As:  ERIC T CARSON Document Mame: ECTOKYOCITYJPO73109_AD1 5creen ID: 1148.1
Traveler Mame: ERIC T CARSON Document Type: Authorization s
% Defense Trave' Syslem Itinerary Tra veMccounling Additional Options  Review/Sign
A New Era of Government Travel
RETURN TO LIST Non-Mileage Mileage Per Diem Entitlements

Substantiating Records ‘

To fax in your receipts click "Print Fax Cow
transmission is complef k "Refresh” to
selecting t

re

scanned file click "Upload™. Click "to ipts.
column select the field you would like to change, edit the text

t, then click the "Save Motes” button.
'\‘Ger m..
Adobe

= Print Fax Cover Sheet

You must have the free Adobe Acrobat Reader program installed on your computer to view receipts. Download the Adobe
Acrobat Reader program.

» Upload Scanned Receipts Browse... Upload

Currently there are no Receipts on file for this Voucher.

Date CTW Hotes

Refresh |

View Remove

Figure 2-78: Substantiating Records Screen

5. Select Print Fax Cover Sheet.

The DTS Receipts Cover Page opens (Figure 2-79). The fax cover sheet displays a bar code

that is unique to the document. It identifies the document in the DTS database to which the
substantiating records are associated.
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Chapter 2: Temporary Duty (TDY) Authorizations

DTS Receipts Cover Page Page 1 of 1

@ Defense Travel System
-

o A New Era of Govemment Travel

DTS Receipts Cover Page

Please fax this cover page, together with your receipts to DTS,
Warning: Make sure you physically mask out your 85N on any faxed documents!

» If you are dialing from the National Capital Region, please use the number at the bottom of this form
if'this is a local call, This will reduce the cost of this service,

o If you are in the United States, please use 1-888-815-4157. wll free

s If you are dialing from outside of the United States then use the numbers listed above (with the
appropriate international prefix.) Your long distance telephone company may charge vou for this
call

Receipts may take up to five minutes to appear on the document

ECTOKYOCITYJP073109_A01

Note: Bar code must be present above

Notes

Local National Capital Region number - 703-421-6939 or 703-421-3506

hitps://dtscdewebgov.defensetravel osd.mil/ receiptimaging/servlet/ GenPrintCoverServlet?...  7/21/2009

Figure 2-79: Sample DTS Receipts Cover Page (Fax Cover Sheet)
The Print dialog box opens over the DTS Receipts Cover page.
6. Select Print.

7. (Optional) Write or type comments in the Notes box of the printed DTS Receipts Cover
Page to identify the documents that are attached and will be loaded via the current fax.

8. Use a fax machine to send a facsimile of the cover sheet and the substantiating records.
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Chapter 2: Temporary Duty (TDY) Authorizations

The DTS Receipts fax number is 1-888-815-4157. This is a live fax number and is NOT to be
used for training purposes.

Note: There is a processing time of about five minutes while DTS receives, converts, and
loads the faxed pages into the document identified by the bar code. The traveler may continue
to complete the document in DTS during the processing time.

9. Select Refresh.

Receipts display in the Notes field in the lower part of the Substantiating Records screen, and
show the date and time that the receipt was added. This is an editable field and it is recommended
that a brief description of the receipts be entered, as shown in Figure 2-80.

Logged In As: ERIC T CARSOM Document Name: ECTOKYOCITYJPOT3109_AM Screen ID: 1148.1
Traveler Name: ERIC T CARSON Document Type: Authorization 25
@ Defense Travel System Itinerary TraveMccwnting Additional Options  Review/Sign
A New Era of Government Travel
RETURN TO LIST Non-Mileage Mileage Per Diem Entitlements Substantiating Records ‘
Below is a list of your receipts. To fax in your receipts click "Print Fax Cover Sheet”, and follow the instructions on the cover sheet. Then
five minutes after the fax transmission is te click "Refresn” to in the list. To upload receip!

ts that you have scanned,
click "Brow and after

ng the k "Upload®. Click to
receipt, under the "Motes" column select the field you would like to change, edit the t

AR

» Print Fax Cover Sheet

he r: s. Te add or change notes on an existing
» then click the "Save Notes" button.

fou must have the free Adobe Acrobat Reader program installed on your computer to view receipts. Download the Adobe
Acrobat Reader program.

» Upload Scanned Receipts Browse... Upload

Existing Receipts

Date CTW Hotes View Remove
21-Jul-2009 r Ingis:ra:ian Confirmation Missing remove
21-Jul-2009 r I;‘-jrln-.-ai:‘= Missing >remove

Refresh Save MNotes

Figure 2-80: Substantiating Records Screen - Refreshed
10. Revise the information in the Notes field to rename the faxed receipts.
11. Select Save Notes.
12. Select View to see an image of the records contained in the fax.

13. Select Remove to remove the desired image from the current document.
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2.7.4.2 Submit Substantiating Records by Scan and Upload

DTS accepts and stores uploaded images of scanned documents. Acceptable file types
include.bmp,.gif, .jpg, .pdf, .png, and .tif. The maximum file size is 2MB per file. Multiple
files can be uploaded, but each file must be uploaded individually.

Note: Certain Microsoft products are not compatible with DTS because the images that they
produce are compressed. DTS security requirements do not allow compressed images.

To use the scan and upload method to load records into DTS, follow the below steps:
1. Gather all supporting documents (as required by local policy).

2. Scan the documents individually and save to a computer hard drive. Label each document
with a descriptive name.

3. Select Expenses from the navigation bar.

4. Select Substantiating Records from the subnavigation bar.
The Substantiating Records screen opens.

5. Select Browse.

The Choose File Window opens (Figure 2-81).

Look jr: Il‘f}Heceipts j L cF Ea-

=_£ Air Invoice, pdf

File name: I j Open |
Files of bype: J 40 Files (%) =l Cancel /|
A
Figure 2-81: Choose File Window
6. Select the file to be uploaded.
7. Select Open.
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The screen refreshes, displaying the path to the selected file (Figure 2-82).

Logged In As:  ERIC T CARSON Document Mame: ECTOKYOCITYJPOT3109_ADM Screen ID: 1148.1
Traveler Mame: ERIC T CARSON Document Type: Authorization =
% DEfense Trave' system Itinerary TraveMccounting Additional Options Review/Sign
A New Era of Government Travel
Non-Mileage  Mileage  Per Diem Entitlements T ETAEIATRITaega

To fax in your receipts click "Print Fax Cover Sheet”, and follow the instructions on the cover sheet. Then five minutes after the fax

ransm b the list. To upload rece wse.." and after
selecting canned file click "Upload”. Clic o view the receipts. To add or change notes on an existing receipt, under the "Mokes®
column select

the field you would like to change, edit the text, then click the "Save Notes” button.

AT

» Print Fax Cover Sheet

You must have the free Adobe Acrobat Reader program instaled on your computer to view receipts. Download the Adobe
Acrobat Reader program.

+ Upload Scanned Receipts |C\Documents and Settings\ecarson\My Documents\S — Browse . Upload

Currently there are no Receipts on file for this Voucher.

Date CTW Hotes

Refresh |

Views Remove

Figure 2-82: Receipts Screen
8. Select Upload.

The screen refreshes (Figure 2-83). The Notes field in the lower part of the screen displays the

date and time that the receipt was added. This is an editable field and it is recommended that a
brief description of the receipts be entered.
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Logged In As:  ERIC T CARSOHN Document Name: ECTOKYOCITYJPO73109_AD1 Tcreen 10: 1148.1
Traveler Mame: ERIC T CARSON Document Type: Authorization z £
% Defense Travel S?Slem Itinerary TraveMccwnting Additional Options  Review/Sign
A New Era of Government Travel
Non-Mileage  Mileage  Per Diem Entitlements JSEEIENITLED |
Below is alist of your receipts. To fax in your recs

s click "Print Fax Cover Sheet”, and follow the instructions on the cover shest. Then

five minutes after the fax t
click "Browse..” and a
receipt, under the "Notes

ick "Refresh” to s i To upload s that you have scanned,
canned file click "Upload™. Click "view™ to vie
select the field you would like to change, edit the text, the

s. Te add er change notes an an existing
the "Save Motes” button.

‘fou must have the free Adobe Acrobat Reader program inst
Acrobat Reader program.

AR

» Print Fax Cover Sheet

alled on your computer to view receipts. Download the Adobe

» Upload Scanned Receipts Browse... Upload
Existing Receipts
Date cTwW Hotes Viewr Remove
21-Jul-2009 [l Added 07/21/09 at 16:01:18

Missing =remaove

Refresh Save Motes

Figure 2-83: Receipts Screen

9. Revise the information in the Notes field to rename the uploaded file with a description of
the receipts it contains.

10. Select Save Notes.
11. Select View to review receipts.

12. Select Remove to remove a receipt from the current document.
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Chapter 2: Temporary Duty (TDY) Authorizations

2.8 Accounting Codes

A person traveling on official DoD business must have an accounting code that identifies the source of
funds for travel and may be required to provide this information when creating an authorization.

Note: Selection of a line of accounting (LOA) is not allowed for authorizations with a C-Permissive trip
type.

The Accounting Codes screen allows trip expenses to be charged to one or more LOAs. If the LOA is set
up in DTS, it will be available for selection in one of the following three drop-down lists:

e Accounting Label: Accounting codes or LOAs that belong to the organization. If a Default accounting
code has been set up for the traveler, it auto-populates in the field

» Shared LOA: Accounting codes shared from a higher organization

» Cross Org LOA: Accounting codes shared from another DTS organization

No Other Accounts Available. Displays when no LOAs have been set up in DTS for the drop-down list.

Follow the below steps to select an accounting code for an authorization:

1. Select Accounting from the navigation bar.

The Accounting Codes screen opens by default (Figure 2-84).
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Logged In As:  ERIC T CARSON Document Mame: ECBUCKLEYAFBCOBOTOO_ADM 5creen ID: 1067.1
Traveler Hame: ERIC T CARSON Document Type: Authorization =
% DEfense Travel sysmm Itinerary  Travel ExpenseMddﬂional Options  Review/5ign
A New Era of Government Travel
["rerurn 10 uisT | Trip Totals

Select the appropriate accounting code for this trip. If there are multiple

accounting codes that are required for this trip, please select all that 09 CONFERENCE

apply. Category Mowed Actual
COM. CARR.-| = 51,047.20 51,047.20
e e - o Find Accounti P, e
Start Date:  07-Aug-09 134“ e LODGING : 52,086.00 52,086.00
MEIE: S710.50 5710.50
End Date: 21-Aug-09
MILEAGE : 5391.60 $391.60
A counti
Lo 8 [setect--- =l From TDZDTMOCSD OTHER : 50.00 50.00
Shared LDA: |---Select to Add--- 09 CONFERENCE
Shared LD I slect to [ | T 54,235.30 54,235.30
Sub Total:
Cross Org O
oA I---:els_. to Add--- j

Calculated Trip

X 54,235.30 54,235.30
Selected Accounting Code(s) Cost:

To remove an accounting code that does not apply to this trip, select the
remove link corresponding to the accounting label to be removed.
Please make sure the LOA's assigned have costs allocated to it.

Accounting Label Organization View/Edit Remove
E 3 Acctg Code
09 CONFEREMCE TDZDTMOCSD = view/edit > remove

Figure 2-84: Accounting Codes Screen

2. Choose the Accounting Label, Shared LOA, or Cross Org LOA drop-down list arrow and select
the LOA. The LOA will load in the bottom left hand corner of the screen.
-OR-
Choose Find Accounting Label to open a screen to enter the name of the LOA and search for it.

Note: A FMS prefix on the LOA label indicates that the LOA is used for Foreign Military Sales (FMS)
travel.

3. Select the Change Organization link if it is necessary to use the LOA from another suborganiza-
tion under the current organization.

If Find Accounting Label was selected, the Find Accounting Label screen opens and displays a list of
LOAs.

4. Choose select next to the correct LOA to add to the document.
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Chapter 2: Temporary Duty (TDY) Authorizations

2.8.1 Select Multiple Accounting Codes

Follow the below steps to apply multiple accounting codes to an authorization:

1. Use the Select Accounting Label drop-down list arrow and select all LOAs that apply.
2. Select the How To Allocate drop-down list arrow and select a method.

3. Select Allocate Expenses.

The Allocate Expenses screen opens.

4. Allocate the expenses.

5. Select Save Allocations.

2.8.2 Using FMS LOAs in an Authorization

The Government uses the term Foreign Military Sales (FMS) as an identifier when selling defense
items and services to a foreign country or international organization. When a travel document is
created for such a purpose, DTS uses the prefix FMS in the LOA label.

DTS processes an authorization with an FMS LOA similar to the way that it processes other authoriza-
tions. However, the accounting and disbursing functions for FMS LOAs cause the following changes:

» The traveler and the AO receive pop-up messages reminding them that FMS LOAs are processed
differently and require extra processing time for payments.
» The traveler receives an e-mail reminder about the delay when the document is approved.

A document may use FMS LOAs along with other LOASs. A delay in payment to the traveler may
result when using an FMS LOA because their use requires approval from an additional Defense
Finance Accounting Services (DFAS) system.

The FMS prefix makes FMS LOAs easy to identify. They are selected from the LOA drop-down lists
the same way as other LOAs in DTS (Figure 2-85).

DTS Release 1.7.8.0, Document Processing Manual, Version 1.3.29, Updated 7/16/10 Page 2-123

This document is controlled and maintained on the www.defensetravel.dod.mil Web site. Printed copies may be obsolete.
Please check revision currency on the Web prior to use.



Chapter 2: Temporary Duty (TDY) Authorizations

Logged In As:  ERIC T CARSON
Traveler Mame: ERIC T CARSON

RETURN TO LIST

a

apply.

Start Date: O7-Aug-09

Defense Travel System
A New Era of Government Travel

Select the appropriate account
unting codes that are required for this trip, please select all that

Document Mame: ECBUCKLEYAFBCOBOTOS_ADM
Document Type:

5creen ID: 1067.1

Authorization

Itinerary  Travel ExpenseMdditional Options Review /Sign

Accounting Codes

Trip Totals

ing code for this trip. If there are multiple Mo A X
o Accounting

Infarmation Available.

+ Find Accountin
Label

From TDZDTMOCSD

There are no 3 v
above list of la

End Cate: 21-Aug-09
Accounting
---Select
Label: [
---Select---
Shared LOA: |09 COMFERENCE
R 09 CROSSOVER
._|a\=: Org 09 C50
LO& 09 DIFF
Selected Acc|0% LOCAL
09 PERDIEM

— 3
—3

he trip, please select from the

Proceed to the following page: I Preview

R oo |

Figure 2-85: Accounting Codes Screen (LOA Selection List)

When an AO approves an authorization that includes an FMS LOA, DTS sends the traveler an e-mail
explaining that payment may be delayed for a document that includes disbursements (Figure 2-86).

DATE: MM/DD/YY
FROM: Defense Travel System
TO: Traveler(@orcanization. ore.mil

CC: DTA(@organization. org.mil
Subject: Possible Delay m Payment

Name of traveler:
Name of travel document:

Travel Authorization Number (TANUM):

Organization:

ATM Advance, SPP, and/or voucher from authonization may take up to 7 business days.

time.

Please do notrespond to this email.

Your AUTH <doc name™ mdicates travel bemg performed on Foreign Military Sales (FMS) funds.
Disbursement of FMS funds requires prior approval from the Defense Integrated Financial System (DIFS),
DFAS-ADY/DE and requires additional processing tune. Processmg/payment of yvour subsequent non-

Contact your Finance Defense Travel Adnunistrator (FDTA) if you do not receive payment within this

Figure 2-86: Possible Delay in Payment E-mail
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Chapter 2: Temporary Duty (TDY) Authorizations

2.9 Additional Options

The Additional Options feature of DTS allows travelers to update personal profiles and request SPPs and
advances.

2.9.1 Profile

The Profile section of Additional Options allows the traveler to update user/traveler profile data using
the links displayed near the top of each of the Profile screens. NDEAs are also able to update profile
data for user/travelers in the groups to which they have group access.

Note: Travelers may view and edit their personal profile from their DTS User Welcome screen by
selecting Traveler Setup > Update Personal Profile. Changes made using the Traveler Setup feature
will not update existing documents.

Different elements of the profile data are displayed on five different screens to be reviewed and
updated. Use the links on each screen to open the next Profile screen.

My Profile Screen. This allows the traveler to view and edit name, address, and other general informa-
tion. The PCS Info button is not currently used (Figure 2-87).

Note: The ZIP Code Directory will verify the accuracy of associated State and ZIP Code fields.
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Logged In A&s:  Terry T Carson Document Name: TCDALLASCOUNTOB2B09_AD Screen ID: 1110.1
Traveler Mame: Terry T Carson Document Type: Authorization
'@i Defense Travel System Itinerary  Travel  Expenses
A New Era of Government Travel

| RETURN TO LIST

= My Preferences = My Additional Informaticn = My Account Information * My T5A Information

Complete the information below.

* Last Mame: ICarson

* First Name: I_erry

Mz I_

* Gender: & CF

SEM: HOO0A08
Mailing

* pderess Line 1 |121 Semper Fi Buvd

* Address Line 2: I

* City: I'.-.'arrenton

* State: I‘-;'A Lookup |
* Zip Code: |2-C-1 26

* Home Phone: |1111111111

* Email Address: It:arson'idtmo.uentagon.mil
Residence

Address Line 1: |121 Semper Fi Blvd

Adaress Line 2: |

City: I'-'.'arrenton

State: I‘-;'A Lookup |
Zip Code: |2-C-1 26

Emergency Contact

* Emergency Contact: IDuty Clerk

* Emergency Fhone: |1111111111

[ save changss to permanent traveler information

Dependents | PCS Info
Update Personal Information |
Proceed to the following page: IFreuie‘w‘ j Continue
Figure 2-87: My Profile Screen
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Chapter 2: Temporary Duty (TDY) Authorizations

Review and update the information in the below text fields:

* Name

» Mailing and Residence Addresses
*  Phone Numbers

* Emergency Contact

Note: The Dependents and PCS Info buttons are not currently in use.

My Preferences Screen. This section is divided into six areas: Air Travel Preferences, Miles to
Airport, Lodging Preferences, Rental Car Preferences, Passport Information, and Miscellaneous
(Figure 2-88). The Miscellaneous section contains a button to access rewards programs.

Note: If a preferred terminal is selected, DTS will use this as the default airport when creating reserva-
tions. If a preferred terminal is not selected, DTS will use the closest airport to the starting location on

the Trip Overview screen. If preferred airline, lodging, or rental car companies are selected, DTS will

only search the availability of those brands.
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X

T

Tl Epemem  ax s T

Fearr s Fregrans
Loute Baricnk Inferaitiss
Frazees ta rme tnisaeng mage [rrre ] m

Figure 2-88: My Preferences Screen
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Review and update the information in the below sections:

» Air Travel Preferences

* Lodging Preferences

* Rental Car Preferences

e Passport Information

* Miscellaneous

* Rewards Programs (frequent flyer, rental car, and hotel accounts)

My Additional Information Screen. This section is divided into three areas that deal with service or

agency information and duty station information. There are also fields in which the names of AOs on
the routing list can be updated (Figure 2-89).
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Togesd In As:  1ei
Traveler Name: Te

-

RETURN TO LIST

* My Profile  * My Prefs

Defense Travel System

A New Era of Government Travel

erences  * My

Document Name:
Document Type:

Itinerary  Travel

TCDALLASCOUNTO82809_A0T
Authorization

Account Information  * My TSA Information

Last Name:
First Name:

SSH:

*Title/Rank:

ted Org:

* Routing List:
* Self AD Approval:

= svance

Authorization:

ary Use of

State / Country:

* Zip Code:

* Phane Number:

Fax Number:

Mail Code:

Clearance:

Mo. of Work Hours:

*Time Zone:

Autharizing Official

Compiste the information below.

Carson

erry

HHOOA108

€ civiian € officer & Entisted

ME-05

No

DHRA. Lookup

[1z345

DTMO-TRAINING

TRAIMING

No

CARD HOLDER

N

[as01 main street

[auarmico

22314

[raa1ra

|
|

Name

Voucher:

Authorization:

Additional #1:

Additional #2;

[ save changes to permanent traveler information

Update Personal Information

Expenses  Accounting gt

Tereen 1D: 11121

Raview/Sign

Proceed to the folowing page:

Figure 2-89: My Additional Information Screen

Review and update the below items:

» *Title/Rank, Service/Agency, Unit
e *Qrganization, *Routing List, Duty Station Address

*Self AO Approval, *Advance Authorized, *Mandatory use of GTCC (GOVCC)
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Chapter 2: Temporary Duty (TDY) Authorizations

*Contact the DTA to update these fields.

Note: DTAs cannot update Self AO Approval, Advance Authorized, and Mandatory use of GTCC
(GOVCC) in their own profiles.

My TSA Information. This link opens the TSA Secure Flight Information screen. It is used to provide
the traveler's SFPD to the TSA for watch-list screening. DTS uses the information provided in the per-
manent profile to pre-populate fields in the document when reservations are requested (Figure 2-90).
See Table 2-2 for descriptions of the fields.

Logged In As:  Terry T Carson Document Mame: TCDALLASCOUNTOS2B09_AD1 Screen [D:
Traveler Mame: Terry T Carson Document Type: Authorization

Defense Travel System

@ A New Era of Government Travel

| RETURN TO LIST

Itinerary ~ Travel

Profile = My Additional Information  * My Preferences  » My Account Information
TSA Secure Flight Information
The Transportation Se y Administration of the U.5. Department of Homeland Security requires us to cellect infermation from you for
ng, under the authority of 49 U.5.C. section 114, and the Inteliges eform and Terrorism Prevention

EVEl ir i'. is not provi you may be subject te additional screening or denied

share infermation you provide with law enfercement or inteligence agencies
For more on _R-‘\Fri'-a:'_.- policies, or to view the system of records notice and
53.80V.

Please enter the information below to EXACTLY match the state or government issued identification card/document
using at airpert security. When entering last name, do not include suffixes (e.g., Jr.).

the traveler will be

Update Informatian: This infarmation wil be saved to traveler's

—
—
—

[T Mo Middie Name

—

Current Information: This is the informatien currently used for
this trip.

* Last Hame: Last Mame:

* First Name: First Hame:

Middle Name: Middle Name:

* DOB: (MM DD/ YY) COB:

* Gender:

Redress Mumber:

® o OF

—

Gender:

Redress Number:

Known Travelsr Mumber:

Known Travel Humber:

Changes to the traveler identification information will HOT be updated for previously booked reservations for this trip. If your TSAsecure
flight identification informaticn needs to be changed for previously booked reservations, please contact your CTO directly.

Update Personal Information |

I Continue |

Proceed to the following page:

I Preview

Figure 2-90: My Account Information Screen
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Chapter 2: Temporary Duty (TDY) Authorizations

Review and update the information in the below text fields:

e Last Name
e First Name
 Middle Name/No Middle Name

« DOB

e Gender

e Redress Number

e Known Traveler Number

My Account Information Screen. This section is used to update financial information, such as setting

a default LOA, and editing GTCC (or GOVCC) and electronic funds transfer (EFT) information
(Figure 2-91).
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Chapter 2: Temporary Duty (TDY) Authorizations

Logged In As: T Carson Document Name: TCDALLASCOUNTOB2809_AD Screen ID: T113.7
Traveter Hame: Carson Document Type: Authorization
% Defense Travel System Itinerary  Travel  Expenses  Accounting Review/ Sign
A New Era of Government Travel

| RETURN TO LIST

» My Profile > My Preferences = My Additional Information  * My TSA Information

Complet e information below

Last Mame: Carson
First Mame: Terry
55M FAOOK4108

Accounting Information

Default Acceunting Code Label: Lookup

EFT and Credit Card Accounts

stitution that can re

If the following account infermation is incerrect piease click an the link below to update your
account infermaticn from your permanant traveler profile.  Refresh Account Data

Account Type Account Humber Routing Humber Expiraticn Date
CHECKING 101010101010101 114000653
GOVCC 46142299999090903 054353644 02/29/2012

Enter only ane account with a reuting number.

Mandatery EFT Payment: * ves ' No

GOVCC Account Number: |4‘~14“999999999}

Checking Routing Number: |1 14000653

Checking Account Humber: |1C-1 310101010104

Saving Routing Mumber: I

Saving Account Number: I
I save changes to permanent traveler information

Update Personal Information |

Proceed to the following page: Preview - Continue

Figure 2-91: My Account Information Screen

Review and update the below information:
e Default Accounting Code Label

e Credit Card Account Data

e EFT Account Data
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Chapter 2: Temporary Duty (TDY) Authorizations

(Optional) Select the Lookup button to select a Default Accounting Code Label. This LOA auto-
populates on the Accounting Codes screen for payment of expenses on trip documents (Figure 2-92).

oo e rormmtion bow =
Conpletclthelido pat o lbeky Select Accounting Code
Last Name: CARSON
Label
First Name: ERIC
S OOC2I63

|+.ccounting Information

[Default Accounting Code Label:

06740020 16AA1 7

EFT and Credit Card Accounts

Paym
acce:

t by Electronic Funds Transfer (EFT) is mandataory
0 an account at a financial institution that ca

i7 the folowing account information is incorrect

& click on the link below to update y¢
o count information from your permanant traveler profile. » Refresh Account Data

Account Type Account Number Routing Number Expiration Da

GovCC 42 42424242 938917044 05/31/2018 | _'LI
1 r

CHECKING 00033216540 114000653 ‘Dnne | ’—,—’—,—‘ 3 |® s o -

Figure 2-92: Default Accounting Code Label
If reservations are made and the document is signed without supplying credit card data, a prompt will
display stating that hotel and or special rental car arrangements cannot be guaranteed. In this case, if
the traveler does not have a GTCC, a personal credit card may be used.
Note: EFT data on the My Account Information screen is mandatory. If the radio button is Yes with
no EFT account data, the document cannot be signed, and the traveler will be returned to this screen.
The No radio button is only an option if the traveler does not have access to an account at a financial
institution that can receive EFTSs.
Follow the below steps to update personal profile data:
1. Select Additional Options from the navigation bar.
The Profile screen opens by default.

2. Select the correct link for the screen to be updated.

3. Enter or update data.
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Chapter 2: Temporary Duty (TDY) Authorizations

4. Check the Save changes to permanent traveler information box to save changes for use in all
future documents. Leave the box unchecked to apply the changes to this document only (Figure 2-
93).

EFT and Credit Card Accounts

Payment by Electronic Funds Transfer (EFT) is mandatory unless the traveler does not have

If the following account information is incorrect please click on the link below to update your
account infermation from your permanant traveler profile. = Refresh Account Data

Account Type Account Humber Routing Number Expiration Date
GOVCC 42424742472424747 938917044 05/31/2018
CHECKING 00033216540 114000653

Enter only one account with a routing number.

Mandatery EFT Payment: ®ves Tng

GOVCC Account Mumber: |4242424242424242
CCE ion Date

GOV

05/31/2018 '

Checking Routing Humber: |114C-C-C-228

Checking Account Mumber: Iu..-..-v-,?ESSé

saving Routing Mumber: I
Saving Account Mumber: I

[V save changss to permanent traveler information

Update Personal Information |

Figure 2-93: Save Changes for Only This Document or Permanently Screen

5. Select Update Personal Information.
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2.9.2 Scheduled Partial Payments (SPPs)

When a trip exceeds 45 days, DTS allows a traveler to receive partial reimbursement before the trip is
complete. When SPPs are set up on an authorization, the traveler receives payment every 30 days for
estimated expenses.

Follow the below steps to set up SPPs:

1. Select Additional Options from the navigation bar.

The My Profile screen opens (Figure 2-87).

2. Select Partial Payments from the subnavigation bar.

The Scheduled Partial Payments screen opens (Figure 2-94). The Schedule Partial Payments button
will only be available if the length of the trip exceeds 45 days.

3. Select Schedule Partial Payments.

Logged In As: ERIC T CARS Document Name: ECSAMANTONIOTO72909_AD Screen [D: 10535.1 v
Traveler Name: ERIC 5 Document Type: Authorization E Lie zilies
% Defense Travel SFStem Itinerary  Travel Expenses Accounting X GilabeiEIRCVALIEF Review /Sign

A New Era of Government Travel
RETURN TO LIST Profile Partial Payments Advances

yments for this travel document. If there are none, or you would like the system to schedule partial
ck "Schedule Partial Payments".

scheduled partial payments are partial reimbursement payments that can be scheduled in advance
& traveler with

for trips that are greater than 45 days. Th duled partial payments prov
partial reimbursement for travel exp: ates. If partial payments are not
scheduled, travel expenses wil be reimbursed after the travel voucher for the trip has been
completed and approved.

Schedule Partial Payments
Proceed to the folowing page: | Preview | m

Figure 2-94: Schedule Partial Payments Screen

The SPP screen opens (Figure 2-95). DTS automatically calculates the payment amount(s), based on
the estimated trip expenses and trip itinerary dates. Payment dates are automatically scheduled begin-
ning 30 days from the trip start date, and every 30 days thereafter. The traveler cannot change SPP
amounts or payment dates.
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Logged In As: ERIC T CARSON Document Name: ECSANANTONIOTO72909_AM Screen [D: 1053.1
Traveler Name: ERIC T CARSON Document Type: Authorization £ =
% Defense Travel 5yslem Itinerary Travel Expenses Accounting JttGHsGREIReLlalglYF Review /Sign
A New Era of Government Travel
RETURN TO LIST Profile Partial Payments Advances

Following is the list of scheduled partial payments for this travel document.

Note: When an asterisk (*) appears in the Release Date field, this indicates that t
y pericd. This is because one or more of the Lines of Accounting associated to the
crossover considerations at the accounting system.

Scheduled Partial Payments

Fr Traveler 5tart Date End Date Status Release Date Calculated Amount Paid To Be Paid

WHXKIZ63 | 0T/25/0% 08/27/09 SCHEDULED 0B/28/09 55,116.50 50.00 55,116.50

JO00O(2363 | 08/28/09 09/26/09 SCHEDULED 09/27/09 55,130.00 50.00 55,130.00

Cancel Scheduled Partial Payments | View Details
Proceed to the following page: IFrs-.-isw j m

Figure 2-95: Scheduled Partial Payments Screen
If the expense amounts change during the trip and the traveler records expense adjustments, DTS will
automatically recalculate the amounts for the SPPs that have not been submitted for payment.
If an amendment shortens the length of the trip, DTS will delete any SPPs that have been scheduled
but have not been paid. If the trip is extended on the authorization, DTS will recalculate the payment
amounts and the schedule based on the date changes.
Follow the below steps to view the details of an SPP:

1. Select View Details.
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The View Scheduled Partial Payments Details screen opens (Figure 2-96). Expenses are shown by cat-
egory, date ranges, LOA used, amount paid, and amount to be paid.

Logged In As: ERIC T CARSOH Document Mame: ECSANANTONIOTO72909_AD1 Screen [0 1054.1
Traveler Mame: ERIC T CARSON Document Type: Authorization -
% Defense Travel sysmm Itinerary  Travel Expenses Accounting JENGHRGOEIRe Al Review/Sign
A New Era of Government Travel

RETURN TO LIST Profile Partial Payments Advances

Select the scheduled partial payment from the drop-down list to view

additional details. 09 TRAVELTEAM1
Category
Scheduled Partial Payment: SPP #1: 07/29/09 - 08/27/09 j LODGING : 57,605
MEIE : 53,537
Scheduled Partial Payment Details OTHER : 50.00 50.00
Scheduled Partial Payment: SPP #1: O7/29/09 - 08/27/09 09
TRAVELTEAM1 511,142.00 511,142.00
Alocated By: Expense Category Sub Total:
Traveler: HHHRI0T
Fizcal vear: 09 Total Allocation: $11,142.00 $11,142.00

Start Date:

End Date:

Release Date:

Current Status: SCHEDULED
Calculated: 55,116.50

Amount Paid: 50.00

To Be Paid: 55,116.50

Proceed to the following page: IFre-.iew j m

Figure 2-96: Scheduled Partial Payments Details Screen
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2. Select the Scheduled Partial Payment drop-down list arrow and select the SPP to be viewed (Fig-

ure 2-97).

additional details.

Scheduled Partial Payment:

Scheduled Partial Payment:

Allocated By:
Traveler:
Fiscal Year:
start Date:
End Date:

Release Date:

Current Status:
Calculated:
Amount Paid:

To Be Paid:

Logged In As: ERIC T CARSOM
Traveler Name: ERIC T CARSON

% Defense Travel System

A New Era of Government Travel

Document Name: ECSAMANTONIOTO72909_AD1 Screen |D: 1054.1

Document Type: Authorization

RETURN TO LIST Profile
duled partial payment from the drop-down list to view

Partial Payments

09 TRAVELTEAM1

Category

LODGING :

5PP #1: O7/29/09 - 0B/17/09

Expense Catsgory
09
07/29/09

08/27/09
08/28/09
SCHEDULED
55,116.50

55,116.50

MEIE :
OTHER :

09
TRAVELTEAM1
Sub Total:

Total Allocation:

Itinerary Travel Expenses Accounting N ilaleiEIRSVAEEF Review /Sign

Advances
Mlowed Actual
57,605.00 57,605.00
53,537.00 53,537.00

511,142.00 511,142.00

511,142.00 511,142.00

Proceed to the following pags: I Preview

R o |

Figure 2-97: Scheduled Partial Payment Drop-Down List

The screen refreshes to display the details of the selected SPP.

3. Select the Proceed to the following page drop-down list arrow (at the bottom of the screen) and
select Partial Payments.

4. Select Continue.

The Scheduled Partial Payments screen opens.

To cancel SPPs that have been scheduled but have not yet been paid or submitted for payment, select
Cancel Scheduled Partial Payments. A SPP cannot be cancelled if it has already been paid or sub-

mitted.

When acknowledgement of the payment is received from the Global Exchange (GEX) Disbursing,
DTS displays an updated status on the SPP screen as PAID.
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Note: When DTS calculates SPPs, it deducts any advances that the traveler may have taken from the
total amount allowed to the traveler. The total amount of the SPPs and advances may not exceed the
total cost of the trip. This helps to prevent a traveler from owing debt to the Government.

2.9.3 Non-ATM Advances

A non-ATM advance is a payment that a traveler receives before trip departure. Non-ATM advances
are typically limited to travelers who do not have GTCCs. The two categories of advances are as
follows:

« ADVANCE AUTH - Up to 80 percent of should-cost
 FULL ADVANCE - Up to 100 percent of should-cost.

The AO must approve the request in the authorization before advance disbursement. For expenses that
will be incurred prior to the departure date, the AO may authorize the non-ATM advance to be paid
immediately.

Follow the below steps to request a non-ATM advance:

1. Select Additional Options from the navigation bar.

The My Profile screen opens.

2. Select Advances from the subnavigation bar.

The Advances screen opens.

3. Select from the Accounting Label, the Shared LOA, or the Cross Org LOA drop-down list the

LOA that is associated with the non-ATM advance. Only the LOA(s) selected on the Accounting
Codes screen is available for selection.
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The maximum amount of the advance authorized displays in the Advances Summary box on the right

side of the screen (Figure 2-98).

Logged In As: HELEM D LDTADTMO Document Mame: EHDALLASTXOB0609_AD1 5creen ID: 1015.1 £
Traveler Hame: Eric A HPMOA1 Document Type: Authorization L= slnes
@ Defense Travel sysmm Itinerary  Travel Expenses Accounting MENGIELUEIREELEY Review /Sign

A New Era of Government Travel
RETURN TO LIST Profile Partial Payments
07 TRAVEL
Traveler 55H: HOOOCAOTET
Start Date 06-Aug-09 » Maw Advance Detail Date: 12-Ju-09
End Date: 28-Aug-09 Type: EFT
Accounting Label: -- Select to Add -- j Advance Requested: 53,774.38
Shared LOA: Mo Dther Accounts Available Organization: HEMO
Cross Org LOA: Mo Other Accounts Available
Selected Hon-ATHM Accounting Label
P View By TR S
Accounting Label Acctg Code ViewsEdit Remove
09 TRAVEL » view » edit » remove
Proceed to the following page: I Preview j m

Figure 2-98: Advance Screen - Amount Displayed

Note: A delay in payment to the traveler may result when using FMS LOAs as additional approval is

required outside of DTS for their use.

4. If the Advance Requested amount is acceptable, proceed to Step 6.

-OR-

Select edit in the View/Edit column if a lower amount is preferred.
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The Edit Advance screen opens (Figure 2-99).

Togged In As:  AELEN D LOTADTMO Document Hame: EADALLASTXOG0G00_ADT SCreen 10 10716, 1 =
Traveler Name: Eric A HPMO1 Doecument Type: Authorization £ 1 5
% Defense Travel Syslem Itinerary Travel Expenses Accounting JRtGIRGIEIReLlOEF Review /Sign

A New Era of Government Travel
RETURN TO LIST Profile Partial Payments
Mon-ATM Advances. Update the information below for the Mon-ATM Advance 07 TRAVEL edit
payment from this accounting label _
raveler 55M: HOOOOTET
Hon-ATM Advance Accounting Label: 07 TRAVEL Date: 22-Jul-09
Type: EFT
Please Mote: A Red 5tar (*) indicates a required field.
Advance Reguested: 53,774.38
Date: =g
Organization: HPMOD
Type EFT -

Amount: |3.-774-3E (Max: 5 3,774.38 )

B
=

BT e |

Remarks:

Proceed to the following page: IFre-.-isw j m

Figure 2-99: Edit Advance Screen
5. Update the Amount field with the amount requested. Request must not exceed maximum allowed.

6. Select Save.

The Advances Summary refreshes. The requested amount is displayed.
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2.9.3.1 Change an Advance Amount
After the authorization has been created, a situation may arise in which the expenses change

from the original advance request. For example, a trip may be extended or shortened. The

process for changing the advance amount depends upon whether or not the document has been

approved. If the authorization has not been approved, the traveler may change the advance

amount in DTS. If the authorization has been approved, the advance amount cannot be

changed in DTS. The process for each case follows.

If the authorization has not been approved, follow the below steps:

1. Loginto DTS and make the changes. For example, change itinerary to return a week later.

2. Select the remove link to the right of the selected Advance LOA (Figure 2-98).

3. Select the Accounting Label drop-down list arrow and select the same LOA that was
removed.

The screen refreshes. It displays the new advance amount.

If the authorization has been approved, follow the below steps:

1. Loginto DTS and create an amendment.

2. Make the changes to expenses. For example, change itinerary to return a week later.

3. Request the increased advance amount outside of DTS, according to local business rules.

If the expense amount decreases after the advance amount has been approved, DTS will create

a DUE U.S. condition for the overpaid amount. This will occur if the amount of the advance
paid to the traveler exceeds the amount claimed on the traveler’s voucher.

2.10 Review/Sign

The Review/Sign feature initiates the routing process for a document. Users can take certain actions such
as previewing and editing trip information and justifying any items that DTS flags before signing and
routing the document. The traveler will receive an e-mail notification when the AO approves the authoriza-
tion.
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2.10.1 Preview Trip

The Preview Trip screen allows the traveler to confirm and edit the data on an authorization (Figure 2-
100). This screen may be used to provide comments to an AO.

T uren Fare;

Cocument Type:

[ rer o | AP Cther Auths.  Fre-fudit  Digital Signature

Print Document

Rewiew the 36LAIS for ERES Erip beie. To mbke 42118, S50k 00 ENE ENKS 8T THe 1612 0 rELIR £ ERN SACISN. IF you Pave na Shanges Proceed B8
Otrer 5
Do mancates SOt JSLUMFEMEEt Tor LIAN3POrTATIon, IGIRING 8 Fentel TAr experses. CICk here for memcrandun

Reterenee information

Referenc e I

Document Comments

Comments to the Approving Officiak

Comments from Ue Travel Agent: tigne

mangatary. If the zantractes CT0 15 not
#1y he CTO fx ok avakabie o

Stherwise not baing L3ec.

Othar Trip information

AL ROUTIME TEYTAD

Overall Slarting Point Time Tone: EST (04}

Itinerary: Leave From: RES: MARATIAS VA

Eai Leave: BT g-05

Lecatian 1 - BUCKLEY AFB,CO Time Tone: MST (58]

Itinerary: Leave From
- T TAD Latatie:
Arrtori
Leave:
r Trave: Larree
Eat Flights =
dorpart Fassenger face
bepart: |
arrves
Methad of
Owerall End Poimt Time Zane: E57 (041
Itinerary:
ar Trave:

Figure 2-100: Preview Trip Screen
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Note: The Click here for memorandum link opens a message that outlines the mandatory use of split

disbursement for military personnel. This is a reminder that travelers must use split disbursement for

transportation, lodging, and rental car expenses. AOs are reminded that all claims must be reviewed to

ensure policy compliance.

Follow the below steps to complete this screen and continue the process:

1. Select Review/Sign from the navigation bar.

The Preview Trip screen opens (Figure 2-100).

2. Complete the Reference field, if necessary. This field is for the entry of data that will allow admin-
istrators to track spending by audit case number, Budget Category Codes, legal case number, war
fighting missions, and similar information.

3. Complete the Comments to the Approving Official text box, if needed.

The Comments from the Travel Agent field displays comments that the CTO has entered for the
traveler.

4. Confirm all data.

5. Select Save And Proceed To Other Auths.
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2.10.2 Other Authorizations

The DTS Other Authorizations feature is used to display and print remarks on travel documents
(Figure 2-101). When the traveler selects an item that may need further explanation to be considered
for approval (e.g., leave in conjunction with TDY, rental car other than compact, meals provided) DTS
will automatically flag it as an Other Authorization. DTS also allows travelers to add Other Authoriza-
tions manually.

Follow the below steps to add other authorizations to a document:

Logged In As:  ERIC T CARSON Document Name: ECBUCKLEYAFBCOBOTO9_AD Screen [D: 1040.1
Traveler Mame: ERIC T CARSON Document Type: Authorization
% Defense Travel syStem Itinerary Travel Expenses Accounting Additional Options JEERERERI
A New Era of Government Travel
RETURN TO LIST Preview JOTISFNGENP Pre-Audit Digital Signature

The following are the additional authorizations that were selected based on the trip details. Enter comments to your Approving Official in the
"Remarks” boxes pr

» Add Additional Authorizations For This Trip

Other Authorizations
Other Authorization Remarks Remaove
MON COMPACT CAR
1 AUTHORIZED FOR ENTERPRISE ;I > remove
FROM 08/07 /0% TO 08/20/09 LI
Save And Proceed To Pre-Audits
Procesd to the folowing page: [Pre-auat =l m

Figure 2-101: Other Authorizations Screen
1. Complete the Remarks field for the Other Authorizations listed.

2. Select Add Additional Authorizations For This Trip.
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Chapter 2: Temporary Duty (TDY) Authorizations

The Other Authorizations Available list opens (Figure 2-102).

Logged In As: ERIC T CARSON Document Name: ECBUCKLEYAFBCOBOTO9_AD Screen ID: 1025.1
Traveler Mame: ERIC T CARSON Document Type: Authorizatioen
% Defense Travel System Itinerary Travel Expenses Accounting Additional Options =R
A New Era of Government Travel

[IENETIYP Other Auths. STEENTIE Digital Signature

Following is a master list of Other Authorizations you can add to your travel authorization.

Other Authorizations Available
Select Other Authorizations
Il ABDARD U.5. VESSEL
ADVERSE EFFECTS/COMMERCIAL QUARTERS
AMMUAL LEAVE OR NON-DUTY DAYS
ANNUAL TRAIMING
ATM Advance Authorized

CTO FULL ASSISTAMCE REQUEST

oo ao(g|o|a

CUSTOMER. ID CODE (Patriot Express)

E-INVITATIOMAL (selection not alowed, reguires E-INVITATIONAL
trip)

~

ESSENTIAL UNIT MESSING

.

EXCESS BAGGAGE
- EXTRAAIR OR RAIL FARE

F6-RENEWAL AGREE LV SUPPORTING DOCUMENTS
(selection not allowed, requires F6-RENEWAL AGREE LV trip)

|l FIELD COMDITIONS

-

Fiscal Year Funds

|l GOVT-OWNED VEHICLE AVAILABLE

Figure 2-102: Other Authorizations Available Screen
3. Check the appropriate boxes to select the other authorizations.
4. Select Add.
The Other Authorizations screen refreshes displaying the selected items.
5. Complete the Remarks field for the other authorizations listed.
6. Select Remove to remove any of the other authorizations.

Note: Some other authorizations cannot be removed manually. They can only be removed when the
triggering condition is no longer present.

7. Select Save and Proceed to Pre-Audits.

-OR-
Select Pre-Audit from the subnavigation bar.

DTS Release 1.7.8.0, Document Processing Manual, Version 1.3.29, Updated 7/16/10 Page 2-147

This document is controlled and maintained on the www.defensetravel.dod.mil Web site. Printed copies may be obsolete.
Please check revision currency on the Web prior to use.



Chapter 2: Temporary Duty (TDY) Authorizations

Note: Entries in the Remarks field of any other authorizations will be printed on all forms.

2.10.3 Pre-Audit Trip

The Pre-Audit Trip screen displays any item that DTS has flagged in the document (Figure 2-103).
DTS requires the traveler to justify certain items. Examples of such items include expenses that exceed
DoD or service thresholds, or have had the method of reimbursement changed. A flagged item does
not stop one from traveling, requesting a certain expense, or obtaining lodging that is not within the per
diem rate. Appropriate comments must be entered for the item(s) that have a Justification to Approving
Official text box.

Other flagged items are merely advisory and require no action. An example of an advisory notice is an
alert that the information in the traveler’s profile differs from that which is entered on the document.

DTS automatically preaudits a document when the traveler signs it. The preaudit of a document can

also be done at any time during creation. Comments for each item requiring justification must be
entered before the authorization will route for approval.
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Chapter 2: Temporary Duty (TDY) Authorizations

Toggeainda: 1) Tocument Hai g

Teaveier name: £ Document Type: duthn

'a:-_ld Defense Travel System Iinerary

AMNew Era of Government Travel

st that weee “Sagged far this ¢
fIBEEes Ttens where reSumred, When you are finishec, of If there are no fagped &

o dpproving Cffizind best fiess for
‘o Diptsl Signsture.”

Del) man

5 3Pt gisbursement for transpertation, lsaging ang rent

ar mupenses, Ciizk here for memaran

& Items have been Flagged in this Travel Document

1. Reason Flagged Item Description * Juntific ation Lo Approving Officisl tHelp+

 WOH-GOVER

4

2. Reason Flagged * lustafie tion to Appreving Officid Heips

¥ Reason Codey

3. FReason Magged Item Desc mption * Justafic atsan to Approving CIficisl SHeip.

» Heaicn

L rment Fare, sthough
oo s avaiabis 3t time of
ol

4. FReason Fagged * Justific atian to Approving Gficisl heip

<GOVE

> Rea:

5.  Reasun Flagged Item Description * Justific aliun to Approvang Officisl sHelp -
+ TRAVEL MOCES ;I

|
The following are provided for advisery purposzes anly
6. Advisary Advisory Dess riplun
WO ACCT CODE ASSIGNED LIHE OF ACCOUNT] 5 BOCUMENT

SELECTED OH THIS DOCUME! WIS
L \E LA HAE LECTED AND ALL EXPENSES HAVE

oht
SEEN ALLOCATED TO

Figure 2-103: Pre-Audit Trip Screen
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Chapter 2: Temporary Duty (TDY) Authorizations

Note: The Help link above each flagged item opens an explanation of the selected flag.
Follow the below steps to complete this screen and continue the process:

1. Complete the Justification to Approving Official text boxes. If the Reason Codes link does not
display above the text box, skip Steps 2 through 4. Resume at Step 5.

Note: Select Help for this screen to see a table of preaudit codes used in the Reason Flagged column.
This table explains why an item was flagged.

2. Select Reason Codes if the link is available.

Note: The following actions will cause the Reason Codes link to appear above the Justification to
Approving Official text box:

» Selecting a non-GSA contract fare flight on the Air Travel screen.
» Selecting E-Invitational as the Trip Type on the Trip Overview screen.
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Chapter 2: Temporary Duty (TDY) Authorizations

The Reason Codes screen opens (Figure 2-104).

Logged In As: ERIC T CARSON Document Name: ECSANDIEGOCADTS109_AD1 Screen [D; 1108.1
Traveler Name: ERIC T CARSON Decument Type: Authorization

Defense Travel System

This is a list of Pre-Audit reason codes that apply to NOM-GOVERNMENT FARE.
Pre-Audit Reason Codes For NON-GOVERNMENT FARE

C1 - Does not mest mission regquirements

Scheduled contract fare flights are not available in time to mest mission
requirements or use of contract service would require the traveler to incur
unnecessary overnight lodging costs, which would increase the total cost of

TR, Appendi
i DTR ndix H

- Space on scheduled flights (including a confirmed pet space (see note]) is not TR, Chapter C20024,

JFTR, Chapter U3145A-4a

available in time to accomplish the purpose of travel, or use of contract service
would require the traveler to incur unnecessary overnight lodging costs that
would increase the cost of the trip. *Mote: When pet shipment is the
determining factor for non-use of the lower cost G5A Airline City Pairs fares,
the traveler and not the Government is respensible for costs exceeding the
mast econemical travel routing.

€2 - Dutside normal working hours

dule is incon

The contractors flight
r individual Federal department and agencie

during nermal working hours.

The contracters flight s

nt with explicit polic
where applicable to s

chedule travel

e is incon

nt with explicit poticies of

Ia]

7 - Traveler refused contract fare because:

{a) Airport Specified
(| (b) Carrier specified DTR, Appendix H
(c) Routing specified
(d) Time specified
(e} Personal reasons.

r C& - No cost ticket (e.g. Frequent Flyer). DTR, Appendix H
- €9 - Foreign Military Service (FMS) DTR, Appendix H

C10 - Rail service available and

is available and that servi ost effective and consi

irements.

Return | Save

Aol oot

Select Reason Code & Description Authority Source

in ual federal departments and agen travel during normal
working hours.
DTR, Appendix H
C3 - Lower non-centract fare available to the general public
O " e JTR, Chapter C20024,
JFTR, Chapter U3145A-4a
r C4 - S=at not available on contract air carrier DTR, Appendix H
- C5h - Used contract fare for portien of trip, but not entire trip. DTR, Appendix H
r C6 - Lower Non-contract fare on contract carrier DTR, Appendix H

Figure 2-104: Reasons Codes Screen
3. Check the Select box for the appropriate choice(s).

4. Select Save.

The Pre-Audit Trip screen refreshes with the reason displaying above the Justification to Approving

Official text box.
5. Complete the Justification to the Approving Official text boxes.
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Chapter 2: Temporary Duty (TDY) Authorizations

6. Select Save And Proceed To Digital Signature.

Note: Pre-Audit Justifications will not print if Govt + Form is selected in Form Preferences. To ensure

Pre-Audit Justifications are printed, beginning on the DTS Welcome screen, follow the below steps to

change form preferences to the default forms.

1. Select the Traveler Setup drop-down list and select Form Preferences.

2. Select the Default radio button for the type of travel document desired before printing. Addition-
ally, check the boxes next to the other item/attachments desired to be printed on the authorization
or voucher.

3. Select Save Form Defaults at bottom of the page to retain this setting.

2.10.4 Digital Signature

The final step in creating an authorization is to digitally sign the document. This begins the routing
process. Follow the below steps to apply a digital signature to an authorization:

1. Select Digital Signature from the subnavigation bar.

The Digital Signature screen opens (Figure 2-105).
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Chapter 2: Temporary Duty (TDY) Authorizations

Logged In As:  ERICT

RSOM Document Name: ECSANDIEGDCADT3109_AD1 Screen [D; 1059.1
ARSON Decument Type: Authorization

Traveler Mame: ERICTC
% Defense Travel SYStem Itinerary Travel Expenses Accounting Additional Options SEERENISTED]
A New Era of Government Travel
Preview Other Auths,  Pre-Audit Digital Signature

Click below to stamp and submit this trip autherization for routing and approval. By submitting you are legally signing this document.

Document Action
Submit this
SIGNED 'l
document as:
Routing List: CsD *
Additional ;I
Remarks:

LI redu if b
completed using a different
transportation mode than
authorized by your AD.

Submit Completed Document

Pending Routing Actions

Awaiting Status Change To By Level

SIGNED ERIC T CARSON 0

Document History

Status Date Time MName Remarks

CREATED O7/21/09 10:39PM EDT | ERIC T CARSON

» View Reasons for Audit Failures

Proceed to the following page:

Figure 2-105: Digital Signature Screen

2. (Optional) Select the Routing List drop-down list arrow and select a routing list, if the document
requires a routing list that is different from the one selected.

A message displays to inform the traveler that the document must be stamped SIGNED to initiate the
new routing list.

3. Select OK.
4. Select the Submit this document as drop-down list arrow and select SIGNED.
5. Complete the Additional Remarks field (optional).

The remarks entered will be maintained in the Document History section of the screen. They serve as a
record for the creation or change made to the document.
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Chapter 2: Temporary Duty (TDY) Authorizations

Note: If at any point in the document history the authorization failed a DTS audit, the reason for failure
may be viewed by selecting the View Reasons for Audit Failures link.

6. Select Submit Completed Document.
If the traveler has made a hotel or rental car reservation, and the traveler’s profile contains no valid

GTCC (or the traveler has not previously entered personal credit card information), DTS displays the
below pop-up message (Figure 2-106):

Your travel document does notinclude either an individual Government travel charge card or a valid personal charge card. In order
to guarantee hotel and/or special rental car arrangements, you can elect to provide a personal charge card number that will be
passed to the CTO by DTS to allow hotel andfor special rental car arrangements to be guraranteed. Do you wish to provide this
information?

Number :

Expires :

Enter Charge Card Data | Sign Without Charge Card |

Figure 2-106: Initial Prompt for Personal Charge Card Data

If Sign Without Charge Card is selected, the below pop-up message displays stating that hotel and
special rental car arrangements may not be guaranteed. The traveler may enter charge card data or
continue signing the document without credit card information (Figure 2-107).

Your hotel and/or special rental car arrangements may not be guaranteed. You may need to contact the CTO directly, which may
resultin a higher travel agent fee. If yvou do not have either a Government travel charge card or a personal charge card, you will
have to contact the CTO directly to arrange for a payment method to guarantee your hotel and/or special rental car arrangements.
Do you wish to continue and signing process without providing personal charge card infomation?

Mumber @
Expires :
Enter Charge Card Data | Continue Signing |
Figure 2-107: Sign Without Personal Charge Card Data
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Chapter 2: Temporary Duty (TDY) Authorizations

If Enter Charge Card Data is selected, the window refreshes. It displays text boxes in which to enter
the personal credit card number and expiration date (Figure 2-108).

Your travel document does not include either an individual Government travel charge card or a valid persenal charge card. In order
to guarantee hetel and/or special rental car arrangements, you can elect to provide a personal charge card number that will be
passed to the CTO by DTS to allew hotel and/or special rental car arrangements to be guraranteed. Do you wish to provide this
information?

Number : I

Expires : I '

Save Charge Card Data | Discard Charge Card Data |

Figure 2-108: Enter Personal Charge Card Data
7. Complete the Number field with the personal credit card number.

8. Complete the Expires field with the credit card expiration date (MM/DD/YY) or use the calendar
icon.

9. Select Save Charge Card Data.

If Discard Charge Card Data is selected, any credit card data entered will be deleted from the docu-
ment.

Once saved, the following message will display:

If this travel is cancelled, you must cancel the travel arrangements with the CTO in
sufficient time to ensure no cancellation fee is charged to your personal credit card.

The following changes will occur once Save Charge Card Data is selected:

» The personal credit card information will be included in the Passenger Name Record (PNR) to the
CTO to indicate this as a form of payment and guarantee of arrangements

» The method of reimbursement for hotel and rental car will indicate Personal

» The last four digits of the personal credit card will be display in the Lodging and Car Rental
screens of the authorization and voucher. These credit card data fields are viewable only for the
traveler. The traveler may update the credit card data at any time.

If you have more than one digital signature to choose, the Choose Signing Certificate pop-up will
open (Figure 2-109).
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Chapter 2: Temporary Duty (TDY) Authorizations

You have more than one certificate. Please select the correct cerfificate.

Certificate List:

Description
|cn=Ca: sona.Chels.A, 5000007 236, ou=U54, ou=PK] ou=DoD,0=0.5. Government,c=U5
lere=Carsonc.Eric, T.9000007223, 0u=U54, 0u=PKI, cu=DoD, 0=U.5. Government,c=015

Certficate Detalls:

Subject: lcn= Carzon, Chriz &, SO0DD267 21, cu=05D, ou=PKI,ou=DoD,o=01.5, Government,c=
Issuer! [cn—DOD JTC CA-21,ou=PKL,ou=D00D o=U,5. Governiment,c=L5
Senal No: [IEAC
wald From: [2010-01-05 15:22:32
walid To: [2013-01-05 15:22:32
Fingerprint; [01A7CI9F 40864260 1 FOFCDOCAIEB0IERS192A7A0

Sbout DEsgn | | Ok Cancel

Figure 2-109: Choose Signing Certificate

The document is now signed. The Authorizations/Orders screen opens, displaying the list of existing
authorizations.

2.10.5 Make an Adjustment to an Authorization

When something in the trip is added, deleted, or changed, the authorization may need to be changed to
reflect this. This change will be in the form of an adjustment or an amendment, depending upon the
document status when the change was made.

Any change made to the document before the SIGNED stamp has been applied is simply an edit to the
document, and no routing occurs. Until the document is stamped SIGNED, the CTO cannot validate
reservations, nor will an RO be alerted to review or approve it.

An adjustment refers to a change made before the AO applies the APPROVED stamp to the document.
An amendment refers to a change made after the AO applies the APPROVED stamp to the document.

Beginning on the DTS Welcome screen, follow the below steps to make an adjustment to an authoriza-
tion:

1. Mouse over Official Travel (or Official Travel Others if the adjustment is for another traveler).
2. Select Authorizations/Orders from the drop-down list.

The Authorizations/Orders screen opens. It displays a list of existing authorizations (Figure 2-110).
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Chapter 2: Temporary Duty (TDY) Authorizations

Togged In As:  Fam T Larson

Traveler Mame: Kim T Carscn Document Type: Authorization

screen 1D 007,17

Defense Travel System
S |

View TDY Vouchers View Local Vouchers View Group Authorizations

Below is a list of your existing TDV authorizations/orders. Please select the function (edit, print, etc.) corresponding to the appropriate TDY
authorization/arder.

» _Create New TDY Authorization/Order

» Create Trip Template

Existing TDY Authorizations/Orders

ﬁnﬁi&nt Hame ﬁ}i T.\\Soﬂlﬁéier View/Edit | Print TEiTJmCDaVni;L Amend
KCTOKYOTOJPNOTI109_A 07/31/09 CREATED > edit »print | > remove
KCARLINGTONCOO72809_AD1 07/28/09 SIGNED it | »print | » trip cancel
KCPARISFRADTZZ0G_AD 07/22/09 CREATED » edit »print | » remove
KCORLANDOFL102908_AM 10/29/08 P05 ACK RECEIVED OHW4ID > view » print

Figure 2-110: Authorizations/Orders Screen

The edit link displays if the document is not yet SIGNED.

The view/edit link displays if the document is SIGNED and/or previous adjustments have been made.

3. Select view/edit for the document that needs to be adjusted.
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The Adjustments screen opens (Figure 2-111).

Logeed In As:  Kim T Carson Document Name: KCARLINGTONCOO72E09_ADM Screen [D: 1003.1
Traveler Mame: Kim T Carson Document Type: Authorization

Defense Travel System

Adj been made to this document. 5
e further adjusted or routed. All other docume

sions are only "VIEW™.

Print All Print Current and Approved Versions
View/Edit Print Type Level Date Time
= view/edit » print ADJUSTMENT 2 a7/21/09 2302
> View » print ORIGINAL 1 07/20/09 1304
Return to Document List |

AenBretCoemmentier! S

ene of the document versions listed below. Only the current version (marked by **

Print Document History

Figure 2-111: Adjustments Screen

The view/edit link opens the most recent document.

The view link(s) opens a previously adjusted version of the document.

The buttons above the list of adjustments create a printable, text-only formatted document in a new
browser window. The buttons are described below.

Print All. Lists all of the adjusted documents (starting with the most recent).

Print Current and Approved Versions. Lists the most recent version of the document and any other
versions approved by the AO. If the current document is the same as the approved version, then only
the approved version displays. If the document has not been approved, the most recent version of the

document displays.

Print Document History. Lists the Document History table that displays on the authorization's Digital

Signature screen, for each version of the document.

4. Select view/edit.
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Chapter 2: Temporary Duty (TDY) Authorizations

The View-Only window opens (Figure 2-112).

Logged In As: Kim T Carson Document Name: KCARLINGTOMNCOOT2E09_AD1 Screen 10: 1008.1
Traveler Name: Kim T Carson Document Type: Authorization

Defense Travel System

HewtmctCoemmentier! S

Click OK to open this travel decument. If you uncheck VIEW-0OMLY, you will be prompted for signature
to go into adjustment for the document.

Open Document VIEW-OMNLY: v

OK | Cancel |

Figure 2-112: View-Only Window
5. Clear the check from the Open Document VIEW-ONLY box.
6. Select OK.
The Digital Signature Login window opens (Figure 2-109).
7. Complete the PIN field.

8. Select OK.
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The Preview Trip screen opens with a message informing the traveler that if any changes are made to
reservations or to the method of reimbursement, the SIGNED stamp must be applied for those changes
to take effect (Figure 2-113).

Togged In As: Fam T Larson Document Name: RCARLTNG TONC 007 2800 _A0T SCreen I0: 1064.5 Tlose Winoow
Traveler Mame: Kim T Carson Document Type: Authorization Help for thi il

@ Defense Travel System [tinerary  Travel  Expenses  Accounting  Additional OpﬁonM
A New Era of Government Travel

P breview 4 Other Auths. Pre-Audit

Print Document

Review the details for this trip below. To make edits, click on the links at the left to return to that section. If you have no changes proceed to
Other Authorizations.

DoD mandates split disbursement for transportation, lodging and rental car expenses. Click here for memarandum
Windows Internet Explorer x|

Reference Informi 1 E Any changes or additions in reservations or method of reimbursements (MOR) must be stamped SIGMED to kransmit o the CTO
.

Reference:

Document Comments

Comments to the Approving Official:

Figure 2-113: Preview Trip Screen with Warning Message

The Print Document button near the top of the screen opens a text-only version of the document in a
separate window.

9. Select OK to acknowledge the reminder.
10. Select any of the edit links to edit details about the associated expenses and reservations.

11. Select the appropriate tab(s) on the navigation bar and the subnavigation bar to open the screens
and make changes.

12. Select Pre-Audit from the subnavigation bar.
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Chapter 2: Temporary Duty (TDY) Authorizations

The Pre-Audit Trip screen opens (Figure 2-114). Enter justification for any items flagged by the

changes.

@ Defense Travel SYStem Itinerary  Travel Expenses  Accounting  Additional Opﬁon@
A New Era of Government Travel

Logged In As:  Kim T Carson Document Name: KCARLINGTOMCOO72809_AD1 5creen ID; 1043.1
Traveler Hame: Kim

arson Decument Type: Authorization

[ ReTurN o LisT | Praview Other Auths., Pra-Audit

that were “flagged” for this trip. You must provide comments in the "Justification to Approving Official’ text field for
n you are finished, or if there are no flagged items, click "Proceed To Digital Signature.”

Dol mandates split disbursement for transportation, lodging and rental car expenses. Click here for memorandum

Constructed Travel Worksheet

3 Items have been Flagged in this Travel Document

1. Reason Flagged Item Description * Justification to Approving Official =Help=
+ POSSIBLE EXCESSIVE # THIS EXPENSE EXCEEDS THE Government Eropercy] =
EXPEMSE STAMDARD THRESHOLD AMODUNT -»
Excess Baggage » 75.0

EH
The following are provided for advisory purposes only
2. Advisory Advisory Description <Help>
+ FOREIGH TRAVEL + FOREIGH TRAVEL DOC. SEE DEFENSE TRAVEL ADMINISTRATOR(DTA) PERSOMNEL FOR
SPECIAL PROCESSING REQUIREMENTS.
3. Advisory Advisory Description =Helps
+ PERSOMAL INFO HAS + PERSONAL PROFILE INFORMATION HAS CHANGED FROM WHAT 15 IN THE PERMANENT
CHANGED PROFILE. PLEASE ENSURE ALL NFORMATIOM 15 CORRECT. ON, CIVILIAN/MILITARY,

APPROVING NAME 1, APPROVING TITLE 1, APPR MAME 2, APP TLE 2,
APPROVING NAME 3, APPROVING TITLE 3, APPROVING MAME 4, APPROVING TITLE 4

| Save And Proceed To Digital Signature I

Figure 2-114: Pre-Audit Trip Screen

13. Select Save And Proceed to Digital Signature.

The Digital Signature screen opens.

14. Select the Submit this document as drop-down list and select SIGNED.

15. Complete the Additional Remarks field, if necessary.

16. Select Submit Completed Document.

The Authorizations/Orders screen opens. Make sure the status of the document is SIGNED.
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2.10.6 Self-Approving Official

Travelers who have been designated as Self-Approving Officials (Self-AQOs) can approve their own
authorizations, unless the authorizations have non-ATM advances or SPPs. Like other AQOs, Self-AQs
apply the APPROVED stamp when the authorization reaches the final step in the routing list. Self-AOs
cannot approve their own vouchers.

Beginning on the DTS Welcome screen, Self-AOs follow the below steps to approve their authoriza-
tions:

1. Select the Click Here link in the Documents Awaiting Your Approval box.
2. Select review to the left of the name of the authorization to be approved.
The Preview Trip screen opens.

3. Review the trip information.

4. Select Proceed to Other Auths.

5. Review the other authorizations information.

6. Select Save and Proceed to Pre-Audit.

The Pre-Audit Trip screen opens.

7. Select Proceed to Digital Signature.

The Digital Signature screen opens.

8. Select the Submit this document as drop-down list arrow and select APPROVED.
9. Select Submit Completed Document.

The Digital Signature Login screen opens.

10. Complete the PIN field.

11. Select OK.
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The Stamp Process screen opens (Figure 2-115). See Chapter 6 of this manual for details regarding the
Route and Review process.

| have reviewed the planned trip and have deemed the trip necessary in the interest of the Government and therefore authorize the
obligation of funds.

Cancel | 5ave and Continue |

Figure 2-115: Stamp Process Screen
12. Select Save and Continue.

The Fund Authorization screen opens (Figure 2-116).

Fund Authorization

Authorization KCARLINGTOMCOO72809_A01 funded against:
Acc Label: 09 FMS TRAINING (DTMO-TRAINING) Budget: 09 FMS TRAINING (DTHMO-TRAINING) [Previous Budget: 398,683.00 Amount: 2,193.00

Available: 396,490.00]

Ok |

Figure 2-116: Fund Authorization Screen
13. Select Continue.

The Stamping Results screen opens (Figure 2-117).

Document Name: KCARLINGTONCOO7ZB09_AM
Document Type: AUTH
55N XOCKOK4106
Desired Stamping Action: APPROVED

Actual Stamping Status: PASS - Document was stamped APPROVED
Close |

Figure 2-117: Stamping Results Screen

DTS Release 1.7.8.0, Document Processing Manual, Version 1.3.29, Updated 7/16/10 Page 2-163

This document is controlled and maintained on the www.defensetravel.dod.mil Web site. Printed copies may be obsolete.
Please check revision currency on the Web prior to use.



Chapter 2: Temporary Duty (TDY) Authorizations

2.10.7 Confirm Ticketed Reservations

Travelers should always confirm their airline tickets prior to departing for the airport. The below

options are available to confirm ticketing of air reservations:

* PNR Locator. The PNR Locator is a six-digit alpha-numeric designator that can be used to access
the PNR from a Web site provided by the reservation system or CTO. The PNR Locator can be
obtained from the CTO itinerary, CTO invoice (if available), or the DTS document. (See the Trip
Description Comments box on the Itinerary screen.)

» Review the ticketed invoice provided by the CTO. This is not a standard process. If available, the
ticketed invoice provides the actual cost of the tickets and the account to which the tickets were
charged. The invoice also includes seat assignments. The CTO may e-mail the invoice at time of
ticketing, e.g., 72 hours prior to departure.

The itinerary, seat assignments and e-ticket receipt can be obtained by entering the PNR Locator in any
of the Web sites listed below:

e Sabre - http://www.virtuallythere.com

*  Worldspan - http://www.mytripandmore.com

* Apollo - http://www.viewtrip.com

Contact the CTO if help is needed to determine which reservation system is used.

Note: Travelers should print the information and bring it with them to the airport.
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2.11 Partner System-Generated Documents

A partner system is a non-DTS system that creates travel authorizations; but may not have electronic reser-
vations, accounting, voucher creation, or payment capabilities. The system does not use DTS, but has part-
nered with DTS to electronically exchange data files. DTS accepts the partner system's data and then
builds a complete document that includes reservations, accounting, and voucher creation and payment.

A third-party system is a partner system that supplies the authority to travel and the funding to reimburse
the costs incurred while performing travel that is not normally within the traveler’s organization.

The partner system exports the travel information and the traveler's information to DTS in the form of an
XML file. DTS imports the information and uses it to create an authorization shell. DTS sends an e-mail to
the traveler and DTA notifying them of the authority to travel and of the upcoming travel dates. The
traveler then logs in to DTS, completes or edits the authorization, and submits it for approval.

If the partner system makes modifications to the travel information provided to DTS, another e-mail is sent
to notify the traveler that modifications have been made or need to be made to the imported travel authori-
zation. Those modifications will display when the authorization is edited.

Section 2.11.2 provides the traveler with the steps to complete or edit the imported authorization.

2.11.1 Partner Setting to Allow Traveler Edits

The editing (or adjusting) of an imported authorization depends on the preset value of the Allow Data
Modification setting in the Partner System setup information (See Partner Settings).

Note: This is different from the Allow Systematic LOA Modification setting, which is for updates to
LOAs, Standard Document Numbers (SDNs), and the allocation method.

If the partner setting for Allow Data Modification is set to No, then the partner system's changes to the
authorization do not overwrite the current travel authorization.

The traveler receives an e-mail stating the recommended changes that should be made to the docu-
ment. The traveler then goes into the document to make the changes manually.

Note: If the traveler has not yet accessed the imported travel authorization and changes are sent, then
the data will overwrite the current travel document.

If the partner setting for Allow Data Modification is set to Yes, then the partner system's changes to the
authorization overwrite the current travel authorization. The traveler receives an e-mail stating that
changes were made to the document. If the traveler has already signed the authorization, they will
receive an e-mail that identifies the changes that should be made to the authorization. The traveler then
accesses the document to make the changes manually.
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2.11.2 Complete or Edit an Imported Authorization

Beginning on the User Welcome screen, follow the below steps to complete (edit or adjust) an
imported travel authorization:

1. Mouse over Official Travel from the menu bar.
2. Select Authorizations/Orders from the drop down list.

The Authorizations/Orders screen opens. A list of the traveler’s existing authorizations display (Figure
2-118).

Defense Travel System

AlewErmetGoemment i

View Vouchers View Local Vouchers View Group Authorizations

Below is a list of your existing authorizationsferders. Please select the function (edit, print, etc.) correspending to the appropriate
authorization/order.

» _Create New Authorization/Order » Create Trip Template

Existing Authorizations/Orders

Sort by Sort by Sort by Remaove |

Document Hame _Status TA Number View/Edit | Print Trip Cancel Amend
PCHASSANDIEGOO1 3 08_AD2-01 10/20/08 PAY PROCESS IGNORE ONWOXL > wiew » print
PCCAMPLEJEUNEQ92208_AD1 09/22/08 SIGHED > view/edit |» print | = trip cancel
PCJACKSOMVILLO92 108_AD1 09721 /08 OBLIG SUBMITTED ONWOTE > vigw » print

PCNASSANDIEG OO 0 (8_ADM-01 01/01/08 CREATED ONWIMG » edit » print | = remove

T FCHASSANDIEGOO10108_A01 AUTO APFROVED » Wiew » print

PCHASSANDIEGOO1 0 08_AD3-01 017401 /08 SIGHED OHWOYY

T PCHASSANDIEGOO10108_ADS PAY LINK » view » print

Figure 2-118: Authorizations/Orders Screen

3. Select edit to the right of the document name to be edited (refer to the document name indicated in
the e-mail if received).
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If the partner system has included a comment to the traveler, the General Comments Acknowledge-

ment screen opens (Figure 2-119). If no comment was added, the Preview Trip screen opens (Figure 2-
120).

Ll

Defense Travel System
S

IMPORTED DOCUMENT  PARTRER SETTIMGS — COMMENTS

Before continuing with the processing of this document, you must acknowledge that you have read and understand the comments provided
on this screen.

If you select "Adgree," you will be allowed to continue document processing,

If you select "Dizagree," you will be returned to your document list, and a notice will be sent to TTS9.

Comments

Students TOY to Lackland AFE but billeted on Kelly AFB must use the Lackland AFB TMO service, If an official situation arizes and one or two
rides are necessary wia Taxi to perform official duties related to the TD', it is permissible, but anything owver three reguires special
authaorization prior to taking place, Member must provide non-availability statement, The cost comparison may warrant a rental vehicle ar
AETC/DOPASFMAT talking directly to TMO at Lackland AFE. Ensure you request rental approval prior to the action (Taxi/Rental) taking place

| have read and understand the comments above.

hgree | Dizagree |

Figure 2-119: General Comments Acknowledgement Screen

4. The traveler selects Agree to indicate that the comments added by the partner system have been
read and understood. Selecting Disagree returns to the document list.

Note: Once the traveler has selected Agree to this comment, this screen does not appear again.
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The Preview Trip screen opens (Figure 2-120).

% DEfEI‘ISE Travel gYStem Itinerary Travel Expenses Accounting Additional Option
A New Era of Government Travel

[ rETURN TO LIST | MW Other Auths.  Pre-Audit Digital Signature

IMPORTED DOCUMENT  PARTRER SETTIMGE  COMMENTS

Print Document

Rewiew the details for this trip below, To make edits, click on the links at the left to return to that section, If you have no changes proceed to
Other Authorizations.

Dol mandates split disbursement for transportation, lodging and rental car expenses, Click here for memorandum

Reference Information

Reference:

Document Comments

These comments were entered in the 'Trip Comments' section of the xmil file ﬂ
Comments to the Approving Official: SDM = SDM B9

SDM = MEZEE408RT 24799 LI
Comments from the Travel Agent: Mone

The use of a Government-Contracted Commercial Trawvel Office (CTO) to arrange official travel iz mandatory, If the contracted CTO is not
used to make official travel arrangements, the traveler must provide a statement in detail as to exactly why the CTO is not awailable or
otherwize not being used,

Other Trip Information

Dependent: Jodie Skywalker  Birthday: 0372275
Trip Type: Ab-ROUTIME TOY S TAD

Trip Purpose: SITE WISIT

Trip Description: SITE WISIT

Overall $tarting Point Time Zone: EST (06)

Itinerary: Leawve From: WASHIMNGTOMN, D
Edit Leawve: 07-Apr-06

Location 1 - DENVER,CO Time Zone: MST (03)

Itinerary: Leave From: WASHINGTORN, DC

Figure 2-120: Preview Trip Screen on Imported Authorization

If the partner system has sent a modification file for the authorization, the following message displays
at the top of the Preview Trip screen (Figure 2-121):

A modification transaction from <name of Partner System> has been received and needs your atten-
tion. Click Here to view.
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% DEfense Travel SFStem Itinerary Travel Expenses Accounting Additional Options glt=NENESI]
A New Era of Government Travel
MW Other Auths.  Pre-Audit Digital Signature

MPORTED DOCUMENT  PARTMER SETTINGS

Print Document

A medification transaction from DTMOA has been received and needs your attention. Click Here to view
Review the details for this trip below. To make edits, click on the links at the left to return to that section. If you have no changes proceed to
Other Authorizations.
Dol mandates split disbursement for transportation, lodging and rental car expenses. Click here for memorandum

Reference Information

Reference:

Figure 2-121: Partner System Modification Message

Note: If the partner setting for Allow Data Modification or Allow Systematic LOA Modification is set
to Yes and the traveler has not yet signed the document, then the partner system's changes to data or
LOAC(s) in the document update automatically when DTS imports the data file.

5. Select the Click Here link to view the requested modifications.

The Modification Comparison screen opens (Figure 2-122).

Modification Comparison
Level Field Label Action Current Yalue Hew Value
Document PARTMER_SWSTEM_CODE MODIFIED MROWS MROWS
TRACKIMG_MUMEER. MODIFIED JonilWTGO<116 JonilWTGO41 16
TRAMSACT [ON_SEQUEMCE MODIFIED 120 122
TRIP_EMD_DHTE MODIFIED 06/25/05 06./30/05
Document - Funding ACCOUNT_LABEL MODIFIED 05 TTSLOA 05 TTSLOA
EMD_CATE MODIFIED 0625405 06./30/05
Itinerary TOv_START_DATE MODIFIED 05/25/05 05/25/05
TOv_EMD_DATE MODIFIED 06/25/05 06./30/05
TOv_LOCATION_CITY MODIFIED PHILADELPHIA PHILADELPHIA
ACCEPT | REJECT |

Figure 2-122: Modification Comparison Screen
6. Review the modifications recommended by the partner system and select Accept.
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Choosing Reject returns user to the Preview Trip screen. (The traveler can print the screen if necessary

to make the changes.)

Note: DTS will apply LOA modifications will be applied to the amended document and reallocate
expenses on the document accordingly, whether Accept or Reject is chosen. The traveler will receive
an e-mail if any itinerary changes must be made manually. If no itinerary changes are needed, the

traveler will sign the authorization after accepting the LOA modification.

For data modifications, the Adjustments screen opens (Figure 2-123).

\

Defense Travel System

IMPORTED DOCUMENT  PARTMER SETTIMGS — COMMENTS

be further adjusted or routed, All other document wersions are only "WIEW",

Return to Document List |

AimErstommmiies A

Adjustments have been made to this document, Select one of the document versions listed below, Only the current wersion (marked by **) may

Print All Print Current and Approved Versions Print Document History
Wiew fEdit Print Type Lewel Date Time Adjustor
= wiew fedit = print ADJLUSTMENT 2 09/0%/05 1447 Fozzie Bear **
= wign = print O%GIN.\\L 1 09/09/05 1444 SYSTEM ADNWAMCED

Figure 2-123: Adjustments Screen
7. Select view/edit on the Adjustments screen.

The traveler manually makes the requested changes. See Section 2.11.2.1.
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2.11.2.1 Edits Unique to Imported Authorizations

Only a basic itinerary and a should-cost estimate display on a partner system-generated travel
document. The traveler must use DTS to search and select air, hotel, and rental car. See
Section 2.6 for instructions how to do this.

The traveler may only search for a rental car if authorized to do so. If the traveler is not autho-
rized a rental car, a pop-up window will inform the traveler of this if they select the Search
Rental Car Availability button (Figure 2-124).

Microsoft Internet Explorer x|

& Rental Car Mat Authorized For Date Range specified, Selection Denied

L84

Figure 2-124: Rental Car Not Authorized Window

The partner system can disable the registration fee expense item for some or all travel orders.
In this case, the Non-Mileage Expenses screen displays the following statement: Registration
Fees are disabled for this order writing authority (Figure 2-125). The Registration Fees
expense does not display on the Expense Type drop-down list.

: , Defense Travel System Itinerary Trave@ccouming Additional Options  Review/Sign

= A New Era of Government Travel

Non-Mileage SENIERTE Per Diem Entitlements Substantiating Records

IMPORTED DOCUMERT — PARTRER SETTIMGS — COMMENTS

Use this screen to enter non-mileage expenses for your travel document, Select an expense type, or, if you cannot find the appropriate
expense type, enter a description in the box provided, Select "Save Expenses" to save the expenszes to the travel document,

Reminder: CTC Fees are a reimbursable expense to the traveler when the transportation costs are charged to your Individual Government
Travel Charge Card (1BA).

Registration Fees are disabled for thiz order writing authority

Leave: 28-Oct-05 Return: 25-Mow-05

Hon-Mileage Expense #1

*Select Expensze Type: I _j * Cost: SI
-0R-| *Date: I1Df28f2005 [
{mmSdd Ao
* Method of Reimbursement: I-- Please Select -- _VJ

Figure 2-125: Non-Mileage Expenses Screen

The partner system can activate the Disable LOA Edits feature which prevents the traveler or
NDEA from making any edits to the LOA displayed on the Accounting Codes screen in the
document (Figure 2-126). This setting also disables edits to allocation methods.
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If the Allow Systematic LOA Modification feature is set to Yes, the partner system can modify
the LOA(s) and allocation methods, even if the Disable LOA Edits feature is activated.

r DEfEI’ISE Travel SYStF-'m Itinerary  Travel Expens«eMddilional Options  Review/Sign
e A New Era of Government Travel
Accounting Codes Trip Totals

IMPORTED DOCUMERT — PARTRER SETTIMGES  COMMENTS

Expenses allocated by Date
Below are accounting codes selected for this trip,

04 SOMHO1PDBAD 25-0ct-05 to 25-Hov-05

Start Date: 25-0ct-08 LODGIMG $1,593.00
End Date: 28-Mow-05 MEIE : 4369.60
Accounting Label: - Mo Other dccounts, Available - From DHRAA OTHER $0.00
Selected Accounting Code(s) 4 20MNNEDEAD;UD 41,962.60
Total:
Calculated Trip Cost: 41,962.60
i T View/Edit
Accounting Label Organization Acctg Code
04 DMRASL DR = wiew
04 SOMMO1PDEAD DirRbd = wienw

Figure 2-126: Accounting Codes Screen

Beginning on the Accounting Codes screen, follow the below steps to view the details of the
LOA on a travel document:

1. Select view in the View/Edit Accounting Code column.

2. Review the details that display.

3. Select Close.

2.11.2.2 Partner System Document Links

The appearance of screens within an imported travel document differ from a document created
in DTS. Imported travel documents display three links under the navigation bar in every
screen of the document:

* Imported Document

e Partner Settings

* Comments

These links are discussed in this section.

Beginning on any screen in the document, follow the below steps to view the links.
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Imported Document

The Imported Document link is used to display the trip information from the original file that
was used to generate the imported travel authorization.

1. Select Imported Document.

The Imported Document Information screen opens for review (Figure 2-127).

2} Imported Document Information - Micro =10l x|
Document Information ;I
Document Element Value
Partner System MRS
Partner Sub-System
File Mame JAIMTGOA1 148 _1_20050909142 122, <ml
Import Date 097092005
Tracking Mumber JonilMTGO4114
Tracking Sequence 121 %

Trip Type Aa-ROUTIME TOY S TAD
Trip Purpose SITE WISIT
“ariations Authorized ES
Estimated Cost $3391.00
Funding Categaories for Document:
Duty Conditions for Document:
05/01/05 - 06/25/05 FLOC
CLOSE |

Figure 2-127: Imported Document Information Window
2. Select CLOSE.

Partner Settings

The Partner Settings link is used to open a screen that displays the partner system settings as
they were at the time the travel document was created. These settings are preset and are deter-
mined by the service or agency. They remain static throughout the document’s life cycle; they
remain in place for the document even if the partner system settings are changed. Options
available to the traveler for each travel document depend on the preset values in the Partner
Setup.

Beginning on any screen in the document, follow the below steps to view its partner settings:

1. Select Partner Settings.
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The Partner Settings screen opens for review (Figure 2-128).

Partner Settings

Field Description Value
Partner System DTMOA

Partner Sub-System

Auto Approval T
Obligation Upon Receipt T
Bypass Budget Edits T
DTS Organization Mame DTMO-TRAINING
Third Party System N
Create Traveler ¥
Bypass DTA Approval T
Overwrite Traveler T
Mlow Changes to Non-Duty v
Day

Y
Disable LOA Edits T
Back-To-Back Drders i

Disallow Changes to
Reimbursement Method

Disallow Registration Fee | M

Hard Stop Rental Car N

Disallow Edit to Imported

T
Authorization
Mlow Data Modification ¥
Notice of User

T
Acknowtedgement
Insert Dynamic Routing N

CLOSE

Figure 2-128: Partner Settings Screen

2. Select CLOSE.

Comments

The Comments link is used to open a screen that displays general comments and instructions
for the traveler. This is the same information presented before the Preview Trip screen opens
when a travel edits the document. The Comments link will not display if there were no
comments from the partner system.

Beginning on any screen in the document, follow the below steps to view travel document
comments:

1. Select Comments.
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The General Comments to the Traveler/NDEA window opens for review (Figure 2-129).

A General Comments to the Traveler/NDEA - Microsof... EJ@E|

Please Read the Comments Below

|
Students TDY to Lackland AFE but billeted on Kelly AFE must use the

Lackland &FE ThC serwice, |f an official situation arizes and one or two

rides are necessary wia Taxi to perfarm official duties related to the TDY, it

iz permizsible, but anything over three requires special authorization prior

to taking place. Member must provide non-availability statement. The cost
comparison may warrant a rental wehicle or AETC/DOPASFMAT talking

directly to TMO at Lackland 4FE. Enzure you request rental approwal prior
to the action (Taxi/Rental) taking place

Figure 2-129: General Comments to the Traveler/NDEA Window

2. Select CLOSE.

2.11.3 AUTO APPROVED Stamp

The AUTO APPROVED stamp is a DTS system-generated stamp used to automatically approve an

imported authorization once it is signed. The partner system must set the Auto-Approval setting to Yes
for this functionality to be enabled.

* DTS will NOT assign the AUTO APPROVED stamp if any of the below conditions exist:

» Audit flags for travel arrangements or expenses

e Traveler or NDEA selects a non-GSA contract fare flight

» Imported record is identified with a period of Inactive Duty Training or Inactive Duty
Training Travel in the per diem duty conditions

» Document is not generated from an imported file

e Action is an amendment and the AUTO APPROVED status stamp has not been applied to
any earlier version of the authorization

«  Amendment was systemically created immediately after DTS applied the APPROVED
stamp in support of the Obligation Upon Receipt

When the AUTO APPROVED stamp cannot be applied because it was not enabled or because certain
conditions exist, DTS sends the document through the assigned routing list for review and it is stamped
with the manual APPROVAL stamp.

The same actions occur when DTS applies the AUTO APPROVED stamp as when an AO applies the
APPROVED stamp. They are as follows:

A TANUM is applied to the authorization

» The GEX accounting system is notified of the need to obligate funds

e The CTO receives a follow-on communication that authorizes the purchase of the commercial
airline tickets.

» If Bypass Budget Edits is set to Yes in the partner system settings, DTS ignores whether sufficient
funds exist in the budget and stamps the document with the AUTO APPROVED stamp.
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2.11.4 Amendments to Imported Authorizations

If the traveler needs to modify an approved imported authorization, they must create an amendment.
An amendment is created after a document is approved. An adjustment refers to a document that is
modified before approval.

The steps to create an amendment for an imported authorization are the same the steps as for a regular
authorization in DTS.

2.11.5 Cancellation of Imported Authorizations

When DTS receives and accepts a cancellation import file from the partner system, DTS determines if
the authorization meets the criteria for an automatic or manual cancellation. DTS notifies the partner
system of that determination in an export file.

Below are the criteria and procedures for automatic and manual cancellations.

2.11.5.1 Automatic Cancellation of Authorizations

When a cancellation notice is received from a partner system, DTS automatically cancels the
imported authorization when the below conditions apply:

e The cancellation is received before the trip start date
* No non-ATM advances have been paid or submitted for payment.
« Commercial reservations have not been ticketed (before the TAW date)

The below actions occur when DTS automatically cancels an imported authorization:

e The CANCELLED stamp is applied to the document

» All reservations are cancelled

* Required financial transactions are transmitted

» DTS sends an e-mail to the traveler or NDEA with notification that the authorization has
been cancelled and that no action is required

Note: If an expense has been incurred on the cancelled authorization, the traveler must file a
local voucher.

Note: If the document has not been accessed by the traveler or NDEA and no financial trans-
actions have been transmitted (i.e., Obligation Upon Receipt), DTS will also delete the travel
authorization. If a traveler profile was created during the processing of the initial import data
file, DTS will retain the data and allow the traveler to complete self-registration.

2.11.5.2 Manual Cancellation of Authorizations

The imported authorization must be cancelled manually when DTS receives a cancellation
notice from a partner system after any of the below conditions have occurred:

» Trip start date

e  TAW date
e Payment or submission for payment of any non-ATM advances
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The following actions occur in DTS when any of the above conditions are met:

» DTS sends an e-mail notification to the traveler or NDEA that the trip is cancelled and that
additional actions are required.

» The traveler or NDEA follows the appropriate DTS cancellation procedures. See Chapter
10 of this manual.

e The trip cancel link will appear in the Remove/Trip Cancel column on the traveler’s
Authorizations/Orders screen.

2.11.5.3 Cancellations Initiated from Within DTS

Occasionally it is necessary for a traveler to initiate the cancellation of an authorization
imported from a partner system.

If the User Can Cancel Authorizations partner setting is set to Yes the trip cancel link
displays in the Remove/Trip Cancel column on the traveler's Authorizations/Orders screen.
The CANCELLED stamp displays in the traveler's Submit this Document as: drop-down list
(Figure 2-130). This option allows the traveler to select the stamp and cancel the document.

% Defense Travel SYStem Itinerary Travel Expenses Accounting Additional Options JtERETTRSIEY
st A New Era of Government Travel
RETURN TO LIST Preview Other Auths. Pre-Audit Digital Signature

Click below to stamp and submit this trip authorization for routing and approwal, By submitting wou are legally signing thiz document,

Document Action

* Submit this
document as:

Routing List:

Additional ;I The estimated
Remarks: transportation related
expenszes and actual
reimbursement may be
LI reduced if travel is

completed using a different
transportation mode than
authorized by wour &0,

Figure 2-130: Traveler Stamp with CANCELLED Option Screen

Note: Yes is the default setting. If set to No, DTS will not allow a traveler to cancel a
document generated by the import process. In this case, the partner system must transmit the
cancellation to DTS via an import file.

When a cancellation is generated within DTS for an authorization that was created by an
import file from a partner system, DTS includes a data element within the export file format
that identifies the record as being generated as a cancellation.

Note: If the document contains a CTO fee or a submitted advance or SPP, the CANCELLED
stamp will be unavailable on the Digital Signature screen. Instructions will display at the
bottom of the screen stating that the user must amend the authorization to remove all expenses
except for the following:
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e CTO fee
*  Submitted advances or SPPs
e Other unavoidable expenses

2.11.6 DTS Import/Export (Partner System) E-mails

DTS generates several different e-mails when certain transactions occur between DTS and its partner
systems. The traveler receives e-mails when new travel orders have been prepared or modified. The
DTA receives an e-mail when a new traveler’s profile requires review and update in order to travel.
The DTS generated e-mails can be found in Appendix E.

2.12 Create Authorizations for Permissive Travel

DTS provides the ability to arrange travel for Permissive TDY. Users who select the trip type C-Permissive
are not authorized reimbursement for their travel.

2.12.1 Trip Overview Initial Screen

Beginning in Section A, | am leaving from, follow the below steps to complete the fields on the Trip
Overview screen:

1. Complete the Starting Point field by selecting RESIDENCE or DUTY STATION.

Selecting either one populates the Starting Point field with the information stored in the traveler's
profile. If the starting point is other than the traveler's residence or duty station type the city

name into the Starting Point field and select Search. A pop-up window opens to select the state or
country code. The code will populate in the text box next to the city name.

2. Complete the Departing On field. Use the calendar icon or type in the date.

3. Select the Trip Type drop-down list arrow and select trip type C-Permissive.

A pop-up message informs the traveler that if in a duty status, a TDY travel authorization must be
issued. If in a leave or other non-duty status, a travel authorization is not required (Figure 2-131).

Windows Internet Explorer |

If the employee is in a duky status, a TDV travel autharization must be issued. I the emplayee is in a leave or other non-duty status, atravel autharization must not be
* Y issued.

Figure 2-131: Pop-Up for C-Permissive Trip Type
4. Select OK.
5. Select the Trip Purpose drop-down list arrow and choose a trip purpose.

6. (Optional) Complete the Trip Description field with details about the trip.
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In Section B, | will be traveling to my TDY location by, will default to Other. This selection cannot be
changed to indicate another mode of transportation (Figure 2-132).

| will be traveling to my TDY location by - [Select from the list below)

Commercial
Air Rail Rental Car Other Time:
« « [od o ISeIect 'l

(Claim Private Vehicle Transportation in Expense-Mileage. Use of Government Vehicle is non-reimbursable, show this in Expense-Hon-Mileage. )

Figure 2-132: Trip Overview Transportation Mode Other
7. Select the Time drop-down list arrow and choose the estimated time of departure.
In Section C, My TDY location is, the traveler will identify one or more locations for this trip.
8. ldentify Location 1.
The Location Tools box on the right side of the screen displays search criteria that the traveler can use

to search for the location. See Sections 2.5.1.1 through 2.5.1.5 for guidance on using these tools.
Before identifying Location 1, select one of the following buttons to search for the location in DTS:

e Location
e State/Country - Location
e ZIP Code

e County Lookup

9. Complete the Arriving On field using the calendar icon. This is usually the date that the traveler
will arrive at their destination.

10. Complete the Departing On using the calendar icon. This is usually the date that the traveler will
leave their destination.

Section D, At this location | will need, is not active for C-Permissive travel and is grayed out.
11. Select Yes to add another location to this trip. (See Section 2.5.2 for guidance).

-OR-
Select No if there are no more locations to add to this trip.

2.12.2 Trip Overview Screen Refreshed

After selecting No, the Trip Overview screen refreshes with new Sections C and D. These sections
now display fields in which to enter the return travel information. The traveler may continue to add
TDY locations by selecting the Add New Per Diem Location in Section B.

Section C, | am returning to is where the return destination and date are entered.

1. Complete the Ending Point field by selecting RESIDENCE or DUTY STATION.
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If the ending point is a location other than the residence or duty station, type the name of the city in the

Ending Point field and select Search. A pop-up window opens from which to select the state or
country code. The code will populate in the text box next to the city name.

2. Complete the Arriving On field. Use the calendar icon to populate the field.

3. Select the Trip Duration radio button that identifies the length and needs of the trip. DTS defaults
to Multi-Day if the trip exceeds one day. The traveler may select another radio button if necessary.

Section D, | will be returning from my TDY by, defaults to Other. This selection cannot be changed to
indicate another method mode of transportation (Figure 2-132).

4. Select the Time drop-down list arrow and choose the estimated time of departure

Section E, Check this box if you have other ticketed transportation not listed above, is not active for C-
Permissive travel and is grayed out.

5. Select Save and Proceed.

2.12.3 Trip Preview Screen

After selecting Save and Proceed on the Trip Overview screen, the Preview Trip screen will open.
This is where the traveler will complete the authorization. Comments will display in the Comments to
the Approving Official field.

Note: Selection of an LOA is not allowed for documents with a C-Permissive trip type (Figure 2-133).
1. Select Save and Proceed to Other Auths.

An Other Authorization will appear informing the traveler that attendance is in the DoD's best interest,
but reimbursement is not authorized and that the traveler may choose not to perform the travel (Figure
2-134).

2. Add any remarks if necessary.

3. Select Save and Proceed to Pre-Audits.

4. Review any Pre-Audits that may exist and select Save and Proceed to Digital Signature.

5. Complete the authorization by digitally signing it. See Section 2.10.4, Steps 2 through 6.
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Accounting Summary

Actual/Estimate Allowed

Accounting Code: 00 PERMTRAVEL Edit Accounting Code: 00 PERMTRAVEL Edit
LODGING: 50.00 (0 PERMTRAVEL Sub Total:  50.00

MEIE:

Calculated Trip Cost:

(0 PERMTRAVEL 5ub Total:

Calculated Trip Cost:

Document Totals

Actual/Estimate Baseline Trip
LODGING: Calculated Trip Cost:

MEIE:

Calculated Trip Cost:

Advances and Scheduled Partial Payments Summary

Mo Advances requested.

Trip Length does not allow Scheduled Partial Payments.

5ave And Proceed To Other Auths

Proceed to the following page:

Figure 2-133: Trip Preview Accounting Summary/Document Totals

Logged In A1 Kim A Carson Document Name: KCFRANKFURTAMOT2509_AD Screen [0 T040.7

Traveler Mame: Kim T Carson Document Type: Authorization

% Defense Travel System Itinerary ~ Travel Expenses  Accounting  Additional OpﬁonM
A New Era of Government Travel

itional authorizations that were sel

ted based on the trip details. Enter comments to yvour Approving Official in the

The following are the a
"Remarks” boxes provi

* Add Additional Authorizations For This TI'IE

Other Authorizations

Other Authorization Remarks Remove

a) Attendance is in the DOD's interest, but travel is at no expense
to the Government and no per diem or other reimbursement is
authorized. b) Travelis at the employee's r tand no
accounting informatien is placed on the travel autherization, and

MNon-Govt Funded Permissi
TOY ¢} The employes may choose not te perform the travel without
penalty.

| -
Save and Proceed to Pre-Audits

Proceed to the folowing page: IFrs-;‘J.:i: j Continue

Figure 2-134: Non-Govt Funded Permissive TDY Other Authorization
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Note: DTS provides the ability to process a voucher for this trip type. The voucher may be used to
report the duty status of the traveler and/or serve as an indicator for any leave that should be charged
when the number of authorized days was exceeded.

2.13 Accession Travel

Travel from the traveler's home of record or a Military Entrance Processing Station (MEPS) to a basic
training organization is referred to as Accession Travel. Accession Travel is generally one-way and com-
pleted within 12 hours or less.
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